Module 2—Job Search Strategies
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	Note to the Facilitator:
Consider using this reference as an introduction to the class in order to help participants understand the value of developing their job-search skills and using the provided resources. Participants benefit greatly from cutting-edge job-search skills and resources that enhance the chances of a smooth, successful transition into the civilian workforce. Job seekers who take the time to develop effective job-search skills make themselves more competitive and, as a result, receive more and better job offers and possibly higher starting salaries because employers are interested in hiring people of the highest quality.

Resources and handouts provided throughout this module include a job-search checklist, a list of job-search Web sites organized by various categories and geographic location, and various transferable-skills worksheets.



	Goals and Objectives
At the conclusion of this module, participants will be able to:
· Demonstrate competence in implementing several traditional and nontraditional job-search strategies, techniques, and resources
· Utilize a job-search checklist and log to organize job-search efforts at the local, state, regional, national, and international levels
· Conduct thorough and productive research on potential employers

· Self-identify transferable competencies, skills, and personal attributes gained from military, homemaker, volunteer, and other paid/unpaid work experiences

· Understand their ethical responsibilities during the job search
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Content Topics
Job-Search Strategies 

· Traditional Strategies and Resources
· Definition and Resources
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Advantages and Disadvantages
· Nontraditional Strategies and Resources
· Definition 

· Advantages and Disadvantages
· Networking and Networking Resources
· Researching Companies/Organizations
· Research Topics
· Identifying Transferable Skills
· Analyzing Previous Experience

· Resources

· Functional Transferable Skills Worksheet

· Basic, Advanced, and Executive Competencies Worksheet

· Personality Characteristics Worksheet

· Homemaker Competencies Worksheet

· Mil-Skills Translator™ offered by TAOnline

· Military Occupational Classification (MOC) Skills Translator Offered by O*NET
· Job-Search Checklist
· General Requirements

· Local Resources

· State, Regional, and National Resources

· International Resources

· Job-Search Log

· Following Up with Employers
· Ethical Responsibilities During a Job Search

· Six Ethical Considerations

· Marine Corps Core Values and Attributes



	Participant Handouts
· Networking Resources
· Company Research Topics 
· Job-Search Checklist
· Basic, Advanced, and Executive Competencies
· Job-Search Web Sites
· Functional Transferable Skills
· Homemaker/Volunteer Competencies, Skills, and Personal Attributes
· When and How to Follow Up with Employers
· Job-Search Log 

· Personality Characteristics 
· Ethical Considerations and Marine Corps Core Values and Attributes
· Schedule of CRMC workshops*

*Developed and maintained locally
	Facilitator’s Tools
Patron Handouts
· Chart paper
· Markers

· Extra pencils

· Visible clock for personal timekeeping
PowerPoint®: Job-Search Strategies



	Slide 1: Job-Search Strategies Introduction

[image: image2.emf]
[image: image3.emf]
Note to the facilitator:

Individuals who take the time to develop effective job-search skills make themselves more competitive in the job search, which leads to more and better job offers and possibly higher starting salaries. Employers are interested in hiring people of the highest quality.

	Focus: Introduce the topic 
[image: image67.png]



           Ask participants: 

· Has anyone felt unorganized in their job search? 
· Has anyone had a feeling that there are more job openings out there than you are aware of, but aren’t sure how to access them?
· Who would like to learn more about how to look for a job, conduct a more organized job search, and have access to more job openings? 
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After soliciting answers to these questions, introduce the topic by drawing reference to the benefits a job seeker will receive by taking the time to develop his or her job-search skills.
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	Slide 2: Introduction and Learning Objectives 
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	Focus: Review the goals and objectives
In this class, we offer you a chance to learn about various job-search strategies and resources to help you become more effective and efficient in your job search. By covering the following topics, at the end of this class you will be able to:
· Demonstrate competence in using several traditional and nontraditional job-search strategies, techniques, and resources
· Utilize a job-search checklist and log to organize job-search efforts at the local, state, regional, national, and international levels
· Conduct thorough and productive research on potential employers

· Self-identify transferable competencies, skills, and personal attributes gained from military, homemaker, volunteer, and other paid/unpaid work experiences
· Understand your ethical responsibilities during the job search
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	Slide 3: Traditional Job-Search Strategies and Resources 
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Note to the facilitator:

A good way to add structure and organization to a job search is to separate it into traditional and nontraditional approaches. Job seekers should  use both

approaches, devoting the appropriate time to each according to their effectiveness in uncovering job openings.
	Focus: Traditional job-search strategies 
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 Job-search strategies can be divided into two categories: traditional and nontraditional. 
Traditional – Pursuing advertised job openings 
· This is most familiar to and popular with job seekers.
· It includes newspaper classified ads and Web sites.
· Advantage – Little effort required. Positions are easy to locate because they are published and posted in public forums.
· Disadvantage – Easy for you, but also easy for everyone else. Many individuals become aware of the opening and apply for it, thereby significantly increasing competition for the position.


           Ask participants: “What percentage of available jobs is actually advertised?” 
Answer: Many job-search experts estimate that only 20% of available jobs are actually advertised and visible to job seekers. 

So, how do you access the other 80% of available jobs? The answer is through a nontraditional job search.
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	Slide 4: Nontraditional Job-Search Strategies and Resources 
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	Focus: Nontraditional job-search strategies 
Nontraditional – Leveraging personal contacts and networking, or initiating contact with a potential employer to obtain job information

· Contact people who might have information on job openings that are not advertised (“word-of-mouth” advertising).

· Contact the company or organization directly to explore employment opportunities (direct research).
· Advantage – Most employment opportunities are not known outside the organization/company, so fewer people compete for these positions. 
· Disadvantage – There can be a general lack of familiarity or comfort with using this approach. 
· Disadvantage – It can take more time and require more effort to successfully identify opportunities and actually obtain a job.


            Ask participants: “How can there be so many jobs available but unknown to job seekers?” 
Answer: First, many employers have job opportunities that are potentially available but not fully developed into actual job opening due to budgetary and administrative limitations. Second, many employers have openings but are just too busy to address them through traditional advertising methods. Third, there has been a growing trend towards employers filling positions with individuals who have been referred to the organization by another party, usually someone who works for the organization or is a known to the recruiter. 
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	Slide 5: Networking and Resources 

[image: image13.emf]
Note to the facilitator:

Stress the fact that successful networking provides job seekers with a competitive advantage in generating job leads.

Family Member Information:

Companies seek out those who have shared the military experience. They understand some of the unique challenges you have met and the skills you have to offer as a military family member. Capitalize on your affiliation with the Marine Corps – a world-renowned organization and one that stacks up to any civilian corporation.

[image: image14.wmf]Extra Activity – Individual or Group: Have participants use the Networking Resources handout to identify specific individuals and organizations by name that they can network with to help find job openings.


	Focus: Networking
“Networking is the process of purposefully developing relationships with others.”

· Networking during a job search develops relationships that can translate into strategic career contacts or employment opportunities. 
· Networking = information gathering + developing personal relationships

· A way to get to know a person/new contact
· Gaining knowledge of his/her position
· Learning about the company they work for

· Marines are well positioned to develop strategic contacts prior to leaving active duty service. “Once a Marine, always a Marine.” 
· Reach out to former Marines and other former military service members – an easy way to start.
· Those with prior military experience understand your professional experience.
· They can provide guidance and insight into your transition out of the Corps.


     Family Member Information available
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 The end result of networking is to identify and establish contacts with individuals who either work directly for an organization you want to work with or in an industry you are interested in. It is these people who can help you gain access to the positions/jobs you want. 


[image: image16.wmf]Provide the Networking Resources handout. Stress the Marine For Life program’s Hometown Link as an excellent networking resource.


           Individual/group participation (5 minutes): 

Use the Networking Resources handout to identify – by name – specific individuals and organizations you can network with to help find job openings.
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	Slide 6: Researching Companies and Organizations
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Note to the facilitator:

Ensure that you transition into the next slide by making sure participants understand their research should uncover specific information about the duties, tasks, and responsibilities of the job they are applying for, and that they will now learn how to identify their transferable skills that match. 

	Focus: Research 
Research is critical. Collect as much information as possible about the organization and the position of interest.
 
[image: image19.wmf]Refer to the Company Research Topics handout for a comprehensive listing of topics. 
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 This information will be used in any oral and written communication with the organization. It is necessary when developing résumés and preparing for interviews.
· Obtain specific information about the duties, tasks, and responsibilities of the job you are applying for.
· Match your qualifications to the job so that you increase the chances of getting the job offer.  
· Identify your transferable skills.
[image: image21.wmf] Next slide

	Slide 7: Identifying Transferable Skills
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Note to the facilitator:


Family Member Information:
Remember that if you have many spouses in attendance, offer the Homemaker Competencies, Skills, and Personal Attributes handout.
If there is concern that the term “homemaker” might be offensive to someone, consider changing the term to “domestic engineer,” or another more appropriate name on the handout and when referring to the handout in the class.

[image: image23.wmf] Extra Activity Time – You can lengthen the time allotted in order to accommodate larger class sizes or to allow participants the opportunity to fully develop a personalized list of functional transferable skills.

	Focus: Transferable skills 
Other critical tasks:
· Market your qualifications.
· Identify skills from previous work experience that are relevant to the type of job applied for. 
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 The process of translating military experience, knowledge, and skills into civilian terms that a civilian employer will understand, appreciate, or value is difficult. This process can also be confusing for a family member who has developed valuable skills through volunteer or intermittent job activities. 
Next activity: Identify your transferable skills.

[image: image25.wmf] Provide the following handouts:

· Functional Transferable Skills

· Basic, Advanced, and Executive Competencies

· Personality Characteristics

· Homemaker Competencies




[image: image26.wmf]                Group/individual participation (10 minutes): 

Ask for two volunteers, one an active-duty Marine and one a family member. Ask one, then the other, to describe the common work tasks they perform on a daily or weekly basis. You or the volunteer can list the answers on a dry-erase board or large sheet of paper. 
Next, ask the group to compare the work tasks just developed to the work tasks as listed in the handouts. Which ones match or further describe the work tasks? Record the answers.   

Next, pick a common job, such as a customer service representative, cashier, or day-care provider. 


	Slide 7: Identifying Transferable Skills (continued)
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Note to the facilitator:

Refer military participants to the Mil-Skills Translator on the TAOnline Web site and the Military Occupational Classification (MOC) Skills Translator on the O*NET Web site. 
In classes where computers and Internet access are available, have participants visit these Web sites as part of the Individual activity.

	Focus: Transferable skills (continued)
Ask participants to describe the common work tasks performed in this job on a daily or weekly basis. Write these on another area of the board or on a separate sheet of paper.

Ask participants to identify competencies, skills, and personality characteristics from the handouts that match or are present in the job, same as they did for the volunteers. Write these on the board/sheet of paper.
Ask participants to identify competencies, skills, and personality characteristics present in both the list for the volunteers and the common job. Point these out as functional skills, competencies, and personality characteristics that transfer from the volunteers’ jobs to the common job.


     Individual activity:  
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 Have participants repeat this exercise individually, same as above, writing down the duties, tasks, and responsibilities of their existing job, then identifying competencies, skills, and personality characteristics from the handouts that match or further describe their work tasks. Tell them to save these and refer to them later when attending future CRMC résumé/cover letter/interview/job fair preparation workshops, and when constructing résumés and cover letters and when preparing for interviews.

[image: image30.wmf] Next slide


	Slide 8: Job-Search Checklist
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Note to the facilitator:

Take this opportunity to market existing and future CRMC job-search skill development workshops and stress the importance of attending them (relating back to the benefits of developing job-search skills mentioned at the beginning of the class).  
Provide and refer to the Schedule of CRMC workshops handout. Mention specific workshops in the Schedule of CRMC workshops that match steps in the Job-Search Checklist. Cover workshop locations, time, and how to sign up.
Every two to three months, verify each Web site on the Job-Search Checklist for accuracy, delete old or outdated ones, and add new or revised ones.
	Focus: Job-Search Checklist
A very helpful tool for organizing your job search is the job-search checklist. The checklist:
· Helps ensure that critical job search steps and resources are not overlooked
· Organizes job-search activities
· Identifies appropriate resources in geographical locations (local, state, regional, national, and international)
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[image: image33.wmf] Provide the Job-Search Checklist handout.
Start implementing your job-search checklist by attending all job-search skill development classes and workshops offered by our CRMC. These include:

· Job fair strategies

· Federal government job search

· Résumé and cover-letter writing

· Interviewing

· Job offer evaluation

· Salary negotiation
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[image: image35.wmf]Provide the Schedule of CRMC workshops handout

Class advantages:

· Helps you develop job-search skills

· Makes you more competitive for jobs

· Leverages you for the best jobs at the best pay

[image: image36.wmf] Next slide



	Slide 8: Job-Search Checklist (continued)
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Note to the facilitator:
Refer to the Job-Search Checklist handout, focusing on specific job-search Web sites by geographic area and handout section.
	Focus: Job-Search Checklist (continued)
Next on the checklist:

· Record your qualifications on paper

· Create a résumé
· Create a basic cover-letter template (to be customized for each job you apply for)

· Have your résumé critiqued by CRMC staff to ensure that it is complete, accurate, and persuasive
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 If you are conducting a job search in the local area, be sure to use the Web sites in the Local Job Search section of the checklist to help uncover job leads and take advantage of these specific resources, which can also be very helpful in locating job openings.

If you are looking for work in a different part of the state or country, consider using the Web sites and resources in the State/Regional/National Job Search section of the checklist.

For anyone looking for work in another country, consider visiting the Web sites in the International Job Search section of the checklist, to identify international employment opportunities. 
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	Slide 9: Job-Search Log
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Note to the facilitator:
Refer to the Job-Search Log handout, focusing on using it to help keep track of and follow up on jobs applied for.

After the group participation activity, provide and refer to the When and How to Follow Up with Employers handout.

Transition to the next slide by saying the following: We have seen some guidance on how and when to follow up on jobs you have applied for. Do job seekers have any other obligations or responsibilities when conducting a job search? What about employers? Do employers have any responsibilities or obligations to job seekers?
	Focus: Job-Search Log 
Tools acquired so far:

· A checklist to organize your job search and help make sure you do not overlook any valuable steps 
· Resources to help you identify job openings
· An outline on how to conduct a successful job search
You still need a resource to keep track of jobs you apply for. 
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[image: image42.wmf]Provide the Job-Search Log.
The Job-Search Log is a good tool for following up on job-search activities. The log has room for up to three jobs, is arranged by action categories, and has blocks for notes such as status of application and corrective action. Fill in the appropriate blocks for each job you check up on.
How and when should we follow up on jobs we applied for?
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           Ask participants:
· How long should a job seeker wait to follow up with the hiring manager after submitting a résumé?
· What is the best way for a job seeker to follow up with a hiring manager after submitting a résumé?

[image: image44.wmf]Provide the When and How to Follow Up with Employers handout. 

A survey of 150 executives from the nation's 1,000 largest companies reported the following:

· 82% said that job seekers should contact hiring managers within two weeks of applying for the job
· 5% said that job seekers should refrain from communicating once a résumé has been sent 
How should you follow up? The top three responses were almost evenly split among e-mail (38%), telephone (33%), and handwritten note (23%). Use the method you are most comfortable with and provides a response within your desired time frame.
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	Slide10: Job-Search Ethics
[image: image47.emf]
Note to the facilitator:
Conduct the individual/group activity, as time allows.  If time does not allow, provide the Ethical Considerations and Marine Corps Core Values and Attributes handout at this time to go over the concepts. 

[image: image48.wmf] Extra Activity Time – If time permits at the end of the 1-hour class, or if the class is scheduled to go 75 minutes, have participants answer the question individually (three to four minutes) and then break into small groups for discussion.


	Focus: Six ethical considerations of the job search 
Job seekers and employers must act ethically when engaging in a hiring process. There are several ethical considerations.  
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            Individual/group participation (5-7 minutes): 
Have participants break into small groups (or assign individually) to answer the following questions:
· What ethical obligations and considerations do you think a job seeker has when conducting a job search? 
· How about an employer?

After the group or individuals provide answers, cover each of the considerations, adding the following content for each:
1. You should be treated honestly and fairly by employers.  
· Employers should be fair and honest about the duties, tasks, and responsibilities of the job.
· Employers should allow you sufficient time to think over a job offer before accepting or rejecting it. They should not pressure you into accepting an offer on the spot. They should allow you at least a few days, if not a few weeks, to consider the offer.
2. Make an honest effort to apply for only those jobs you would actually accept if they were offered.
· Applying for many jobs and going through the screening process is a good way to practice job-search and interviewing skills. However, do your best to only apply for jobs you would actually accept if they were offered.
More…

	Slide10: Job-Search Ethics: (cont.)
[image: image50.emf]

 Family Member Info:
Military family members should be aware of the possibility employers sometimes offer compensation based on the assumption that you have health insurance and a steady income from your active duty spouse.

	Focus: Six ethical considerations (cont.)
3. Be honest during the screening process.
· Provide true and accurate information about your qualifications during all stages of the screening process.
· Lying to or misleading an employer is unethical. If discovered by an employer, this may result in termination from the screening process or grounds for dismissal after being hired.
· Do not take advantage of an employer’s reimbursement policy by spending lavishly. Also, if reimbursed for travel and other expenses, claims should be fair, accurate, and reflect only legitimate expenses. 
4. Reneging after accepting the job offer.
· Do your best to avoid reneging on job offers. Certain situations could dictate understandable reasons for you to turn down a job offer after accepting it. However, it is unethical to use employers or job offers to improve your chances for other, more attractive opportunities or to use one job offer as a safety net until a better offer becomes available. 
5. Leaving a recently started job for another. 
· It is not good practice to leave one job for another soon after starting.
· Show good faith by staying with the employer for a reasonable amount of time before leaving for a better opportunity.
6. Employer consideration of military retirement pay in the compensation package. 
· Retirement pay should not be considered as part of the compensation for the work you will be doing on the job. This is unethical and disrespectful.
· Do not accept an offer where the employer includes military retirement pay as part of the compensation figure. Under these circumstances, employers have been known to offer lower salaries to those receiving military retirement pay to make up for what they would normally pay a nonmilitary retiree for the same work.
· [image: image51.emf]If asked about retirement pay or spousal pay, respectfully decline to provide such information.
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	Slide10: Job-Search Ethics (cont.)
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Note to the facilitator:
If time permits, use patron responses to introduce concepts. Reinforce concepts with the Ethical Considerations & Marine Corps Core Values / Attributes handout.

	Focus: Marine Corps Core Values and Attributes
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             Ask participants:
· Name attributes and characteristics that employers value and would like to see in their employees.
· What values, characteristics, and attributes do Marines possess?


[image: image55.wmf]Provide the Ethical Considerations & Marine Corps Core Values/Attributes handout.
Lead them to identify those that match, and reinforce them with the following: 
· Marines possess many values, characteristics, and attributes that employers value and which are not as prevalent in the civilian workforce as in the Marine Corps.  
· Demonstrate your values throughout the job-search process. 
· Include examples in your résumé.
· Exemplify them during interviews.
· Leverage your core values; very few others have them.
· Employers want employees with the core values of honor, courage, and commitment. That makes you much more attractive to employers and gives you a competitive advantage over other job seekers.  
[image: image56.wmf] Next slide



	Slide11: Summary and Lessons Learned
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	Focus: Wrap-up 

In this module, we have:

· Covered a number of job-search strategies and resources

· Learned how to research employers

· Learned how to identify transferable skills
· Discussed ethical responsibilities during the job search

Please take a moment to list three things you learned in this module that will make your job-search efforts more productive and successful.
END OF MODULE
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