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3 | Camo to Career | The Veteran’s Guide to Career Success



ABOUT THE AUTHORS

Dr. Dustin D. Lange

Dustin has a Doctorate in Community Healt! 1 spe ton
in vocational rehabilitation from the Universig Jrban
Champaign. He spent 8 years on active duty in the es

Marine Corps, where he did three deployments througho
Africa, and the Middle East while assicned to 2nd Fleet Antitc m

Security Team Company (FAST C« ine Security Force
Battalion and Landing Force Sixth Fleet, 2nd Marine He overse demic
and career services at the Chez Family Foundation Center fo 1V 1s in

Higher Education at Illinois.

Dr. Nicholas J. Osborn

Nicholas Osborne is th Dir of the Center for

Wounded Veterans in Hig  at the University of Illinois

at Urbana-Champaign. He is a f the Coast Guard and

a former intelligence and law enforc icer. He completed

his Doctorate i al Leadership and Administration at

the University o is. He has published numerous
peer-reviewed articles, a textbook at tint at regional and national
conferences on topics related to vetera | higher cation.

Kirrin

Kirrin has or of Aits i lucation from Wake Forest

University. Sl lational Board Certified teacher who teaches

English on Bainl land, Washington. She is the coauthor

and editor of Life U .ollege, Life During College-The Veteran’s

e to Success, Life During Community College, Life During
Learner’s Guide to Success, Life After Graduation,

chkpack and Camo to Career.
Te it
Terr d his Master of Business from the University of Florida.
During ducation, he found that sharing information with his

smates on how to achieve financial, career and academic success
<tremely rewarding. As a result of his passion for helping
‘ , Terry developed and launched College Transition Publishing
during his MBA am. Since 1999, Terry has authored and published 15 publi-
cations, writtc crous papers, and presented on hundreds of college campuses
to tens of tho ds of college students about achieving success during the college
transition process. Terry is currently the President of College Transition Publishing
(www.CollegeTransitionPublishing.com).

4 | Camo to Career | The Veteran’s Guide to Career Success



ACKNOWLEDGMENTS

The transition out of the military to college and then into a n reer is an
exciting and formative step for many veterans. To create a re > that rately
speaks to veterans and that provides comprehensive support e
needs requires the assistance of many talented individuals. Based he

authors would like to acknowledge and thank the following revieweis
contributors for their insightful suggestions regarding the development of
work.

Julia E. Beckner

Employer Relations and

Internship Director, Buckeye Careers
The Ohio State University
Columbus, Ohio

Michael W. Carrell,

Colonel, USAF (Ret)
Assistant Provost and Director
of Military and Veterans Services
The Ohio State University
Columbus, OH

Danielle L. Dabrowski
Veterans Services
Frostburg State Universi
Frostburg, Maryland

Sara May Daniel, LMSW
Career Counselor

Soldier for Life - Transition
Assistance Program

Fort Riley,

Dave Edv
Director, Veic
Military Studer 5
Ohio University
1ens, OH

{rysta Kz 7
Assisto Tterans Affairs
C y

d, OH

Shawna Mc] cKenzie
Project Dirc eterans
Upward Bound

Henderson State University

Arkadelphia, AR

5 | Camo to Career | The Veteran’s Guide to Career Success

1SG Dot USA (1
Executive Direc
herapeutic
WA
Denny s
irectc teran Services

rolina University

Jared W. ¢
Director of Military and
iceship Initiatives
Projects
The Ohio Department
of Higher Education
“olumbus, Ohio

Chris Tipton

Director, Veteran Initiatives
University of Maryland
University College

Largo, MD

Nancy E. Thompson
Director, Buckeye Careers
The Ohio State University
Columbus, Ohio

Kara Tripician, M.A.

Senior Academic Advisor

and Instructor, Psychology and
First Year Experience Courses
Aims Community College
Loveland, Colorado



v’ Here are ten things you can dg

today to boost your career:

Connect with colleagues.

Become a member of a professional organization in

your field.
Google yourself. If pote mbaric
information or images comie lete or bury

them. (See Chapter

Set up or update your Lin Twitter, or
other relevant social media acc with your

1

professional g

Set 5 short-term, : l-range, and 5 long-range
professi ‘

Check out ollege’s Career Services and
Alumni Office ites to see what resources are

available to you.

et on a project at work.
Rc¢ - your paystub.
Creatc > to keep track of your professional

ympiishments.

Identify a mentor in your organization or in
N4 ield.

-
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Chapter 1 YOUR NEXT MISSION:
YOUR NEW CAREER

Choose a job you love, and you will

never have to work a day life.
Confucius

Each year over 200,000 service membc io m the military and
subsequently become wveterans. Most veteran le exposure to the private
sector prior to joining the military. Additionally, r exceptions, the
only schools and education the ienced have been directly tied to
their Military Occupational Sp  their unit’s training require-
ments. The resulting lack of civili: rk ad limited postsecondary
education creates one of the largest les for veterans during their transition

out of the military.

As a student you might S »ur academic commitments that
the idea of preparing for a | oraduation seems ambitious to say the least.
And it is ambitious. However, vve settled into your routine as a student,
set aside some time to learn about “getting “relevant experience” while

you'e in coll

Educationz 0y u gain experience while you're pursuing
your degree. HSt €O 1 kind of educational employment is the
internship, but re 1y other options available, including part-time jobs,
co-ops, volunteeri nships, and work study. All educational employment
is 1ble: it adds te xperience and confidence, bolsters your resume, and

ions you to find a_ ight out of school. In fact, according to the National

ciati ves and Employers, students with internships are more
fe >b upon graduation and more likely to be offered a higher

% i their terparts who did not do internships.
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As a veteran, you already possess invaluable practical experience, discipline and
“real world” knowledge. Being reliable and putting in long hours to get the job

done are second nature to you. Building on these strengths and highlighting your
gifts to a civilian audience is part of your mission as a student ocating the
resources and allies that will play an integral role in the proc ) supj ou

with this endeavor, this chapter will

*  Provide an overview of the different types of educational employ lab
*  Recommend ways to find educational employment opportunities

*  Discuss the benefits of networking

*  Give tips on finding a good fit with educational ¢

*  Highlight veteran-specific resources

Inp for
battle, i have always
found that plans are

useless, but planning is
indispensable.

Research careers of interest
Pop quiz. What does being a student and ing fo
a job have in common? Answer: They I quire
extensive research and strategy. Through
years in college, part of your research should
forecasting the job market to see which fields are President Dwight D.

. Lisenhower
demand and which ones are satt Ask yourself if
passion is best suited as a hobb; otential
for this to be your career. To supp 1 ion, consider starting with
the U.S. Department of Labor’s Bu: f Labe dics. Its Occupational
Outlook Handbook (wwrw.bls.gov/oc rrovides comprehensive information
concerning the project upations as well as required
training and median pa n rents of and anticipated openings
in your field of interest will with strategically mapping out things like
internships, certificates, works! d other career-related endeavors.

Types of educational empioyment
Sure, you wr impressive resume when you hit the workforce as a
veteran anc onal employment is about more than
adding bulle s to the experience” section of those job applica-
tions. I¢’s also a arr vhat interests you and what your strengths and
weaknesses are. ‘1 luable aspect of some internships is that they teach
you the ins and out articular field — and sometimes you learn that you
a rually want a 1 that field. You can get some amazing hands-on
rience while you're in school. Here are some options:

ips are short-term employment assignments during which

) valua :nds-on training and experience in a particular career field.
Some incernship a college term, while others may be a year long or take
place during _r break. Many colleges actually coordinate internships for

students, placing them with a particular company or organization and awarding
college credit for the completed internship. Usually you have to pay tuition for
this kind of internship and you may have to complete a project at the end of the
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experience. Other internships are an agreement between the organization and the
student. Students do not receive any college credit for these kinds of internships

and do not have to pay any tuition. Some internships are paid p ns.
Cooperative education. Similar to internships, cooperative ¢ tion programs
give students a chance to apply their college learning by wo th osen
field. The student, college, and company or organization agre e

of the work the student will do. Often, students get paid for their g

education work. They also have coursework and classes associated with
experience.

Externship. An externship is a mini-internship. D crernship a student
spends a brief period of time, perhaps a day or a week, ! n el ee of
a business or organization through his or her workday. Exter udents
a quick view of a career and the types of tas! nges oric nters on a
daily basis in that career. An example is a ong 1 a police department.
Many college students complete externships during ¢ | breaks.

Volunteering. As a veteran, you're not a ing others. While many
college students volunteer because they enjoy v are committed to
supporting a worthy cause, Volunteering can alsc way to get hands-on
experience in the field of your ¢! ‘or example, if e interested in
working in education, you mig/ an after-school program or as a
tutor. If you are interested in purs I r, volunteering at a hospital
or medical clinic would be fulfilling ive yo ible real-world training.

Summer and part-tim co rudents work at some point during
the year, so it makes sc ive you experience in your chosen
field. Lifeguarding may bc d active, but working for a local law firm would
be more valuable for a studen ted in pursuing a law degree.

Work study and veteran status. Y be able to find valuable work
experience without ever leaving campus. Many colleges offer work study
programs in rk in order to subsidize their tuition and other
expenses. 1: 1) your school’s employment office to see if

there are opp« ies ths uld be relevant to your career choice.

Also, be sure to ¢ our school’s Veterans Certifying Official as there may

be positions availab stk with veterans on campus, such as through Financial

A the Veterans C “or more information on the Department of Veterans
s Work Study program and for an application, see www.vba.va.gov/pubs/

ns/VE 1-ARE.pdf

I educ nal employment opportunities
Your college pro offers all sorts of educational employment opportunities,
both on can d with companies and organizations that have developed

relationships with the college. However, such positions can be quite competitive
and hard to come by. Oftentimes, to secure the perfect educational employment,
you will have to do your own legwork. Here’s how:
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Get to know your instructors. College instructors are a wellspring of
information and often have excellent advice about internships and other oppor-

tunities to further your career. Also, they typically have establish lationships
with industry leaders. Make an appointment during office hor d see what
kinds of opportunities they would recommend.

Visit the career center. This is the “go-to office” on campus { , carec
related. It’s a good idea to visit the career center early in your collcg s

will have resources available to help you map out your major and carec

Career centers are an instrumental resource for discovering the various types
internships, events, workshops, career fairs, and en information sessions
available on your campus. Many career centers also ck inter

along with guidance on how to write an effective cover let St

Check the alumni center. Your college alur ‘obably 1 nsa
database of alumni with information abor ir p1 ns. See if your alumni
center will furnish you with a list of alur 'ho wo! sour desired career and
who might be willing to speak with yo ppc ities. Even if the alumni
you talk with don't end up knowing of an cducational employment
opportunity for you, they would probably be v ive you helpful recom-
mendations and advice.

Pick up the phone. Find local reanizations relevant to your
career choice. Research the ones U s then call their human
resources department to ask if there y edu il employment opportuni-

ties available.

Check professional ar rofessional associations and clubs
often help their member & °s and organizations find quality candidates
for internships, volunteer pos nd part-time work listings. Even if the
association does not currently ha ! on an educational employment
opportunity, it might give you cont yrmation for a company that does.

Check the Recognizing what excellent employees veterans make,
many large myj a designated veterans recruiter. Many
employers loc > hire ans or offer internship opportunities will contact
both the Career k4 eterans Office. Some job announcements may also
be posted in a Vet :nge or on a school’s Student Veterans of America

(SVA) Facebook pag -k with your school’s Veterans Certifying Official and

£ Liapter for more iation.

work 1se with post-college employment, networking is essential
POS] \ccording to the Department of Labor, organizations tend
t sple the >w or who are referred to them by people they trust. You
should talk witt ly, friends, and community organizations such as the Rotary
and Americ: on who might have a connection — or who might know
someone who has a connection — to the industry or organization you're trying to
get into.
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More on networking
The role of networking can’t be overstated when we talk about locating oppor-

tunities and jobs. At this point in your life you don’t necessarily alot of
high-powered contacts. Just take time to connect with people {ructors

other students, community members, and people you serve: You vork
is simply all the people you know. In college, you will proba i
network exponentially. Connecting with others will make your ¢ S m

interesting and fulfilling.

Social media

As you begin transitioning toward a career, it is no ime to reflect on
your use of social media, which can be a great way to i r lea

complete disaster. Assume that professors and potential emp able to
see everything on your Facebook or Linked! ['ven “pil cttings
do not guarantee privacy, and plenty of pe hav ! out the hard way that
employers can gain access. Make sure th ge you jecting online isn’t
detrimental to your current reputation jok pects. Refer to Chapter
18, Your Career and the Internet, for moie ocial media strategies.

Finding a good fit

Your time is at a premium and ing you want to do is to commit to
something that ends up being a nce. Sure, you can expect some
growing pains while in an interns} COO ication job, but it should

also help you hone your skills and ex; your understanding of the field. Before
you accept an education loymen ion, ask yourself these questions:

*  Will this position and experience I will need to land

the job I want when 1 ¢ 2
* Do I fully understand the j¢ iption and expectations? Can I fulfill them?

*  What kinds of projects will I be 1g on? What have previous students
worke hat were their resulcs?

e  Wha f be receiving? If it’s not financial, will I be
g
receivii ational aluable work experience?

*  What kinc e night I incur if I accept this position? Will I need to pay
for transport s? Will I need to get a new wardrobe?

Will my status a ran provide me with a recruitment advantage or
accelerated promotional opportunities?

nce

/ > to the Department of Labor Veterans’ Employment and Training
Service (VETS) ans who are disabled or who served on active duty during
certain speci 1e periods or in military campaigns are entitled to preference
over others in hiring for virtually all federal government jobs. And as a bonus,
many state and county jobs also award veterans’ preference! Naturally, there are

a few forms to fill out in order to apply for this preference, and you may need to
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Discipline is the

soul of an army.

It makes small

n rs formidable;
Check out this brochure for more information: Jres success to
www.dol.gov/vets/Education%20and%20Q0utreach/ ak
Program%?20Brochures/PREFERENCE.pdf

gather a few documents first, so if you plan to apply for
Veterans preference, don’t wait until the last minute to
complete these steps.

c

Veteran-specific resources g:gfg’:wh

An added benefit of being a veteran is that there are many )

county, state and federal offices in addition to com

based organizations such as the American Legion an of Forei Jars
(VFW) that want to see you succeed. Although this list i 1S t
provides several starting points to assist with 5 b search ¢ dng.
The many resources available are free of ch: nything p p in your
career search that requires a fee, be sure tc ect it v. Also, be sure to
check with your Veterans Office and ot! ident v 1s for more recommen-
dations on resources.

CareerOneStop

WWW.careeronestop.org

Sponsored by the U.S. Departr bor and a pariner of the American Job
Center network, CareerOneStog with identifying employment

that matches your skills and intere oL ulary ranges for specific
careers, and a robust job search engis

Each state maintain Labor Veterans’ Employment
a designated office i Trs ice (VETS)
veterans. To locate the 1ol gov/vets

VA office in your state, visit: . .
4 ’ VL -omprehensive resource that administers
www.va.gov/statedva.htm ..
progra eet the employment and training
needs of veterans and eligible spouses. [Here you can explore career options,
translate yo iences into civilian language, and receive specialized
guidance o: ) career.

o

Department era ifairs, MyCareer@VA
WWW.mycareer: v
Do you want to giv and continue your service by helping veterans? If so,
\ cer@VA is a pr from the VA Learning University that helps you
1 the career you want at the Department of Veterans Affairs. The VA also
rs co ernships for current students and recent graduates.

:nt of rans Affairs, Veterans Employment Center (VEC)
www.cbenefits ov/ebenefits/jobs
The VEC is (! -ral government’s single authoritative internet source
for connecting transitioning service members, veterans and their families to
meaningful career opportunities.
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Department of Veterans Affairs, Vocational Rehabilitation

& Employment

www.benefits.va.gov/vocrehab

For veterans with a disability rating, this is an excellent progra 1t provides
personalized counseling and support to help with career cho -nefir ‘hing,
and job search.

Disabled Veterans of America (Veterans Job Search)
www.dav.org/veterans/veterans-job-search/

The DAV offers free assistance from specially trained National Service Officers to
link service-injured or ill veterans to job training : sistance programs.

G.l. Jobs: Jobs for Veterans

www.gijobs.com

This site provides an updated list of “hot jo! ” in addi to
highlighting strategies for identifying carc { intes d coordinating a job
search.

Hire Veterans

www.hireveterans.com

The name says it all. This active job board connects to industry leaders.
Job seekers can also post their r 1 access a collection of career-based
resources.

Military.com

www.military.com

This expansive site is a ces for job searches, skills
translation, résumé builc er fairs, transition support and

employers looking to hire v

Military-Friendly

www.militaryfriendly.com

A division of Tedia, this helptul site provides an exhaustive list of schools
and emplo {riendly”

Military One ce

www.militaryo rce.mil
This comprehensiy ¢ hub of information on a variety of topics that
su t active duty s nembers, veterans, and their families. Their Education

.mployment link provides specific assistance for employment matters.

itar for Veterans and Transitioning Military
uwyn m

ik has beer loped and is maintained by a team of military veterans and
corporate hirin lorities.
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National Resource Directory
www.nrd.gov

The NRD is a comprehensive directory that provides access to thousands of
services and resources at the national, state and local levels. Se members,
veterans, family members and caregivers can find informatic key t¢ such
as healthcare, employment, education, and counseling. The engin
allows you to locate resources by state and zip code.

Stars and Stripes Veteran Job Center

www.veteranjobs.stripes.com

This special website has an assortment of career ar ‘ment resources
specifically for veterans, including a search engine and b board

Get your career started toda, g these steps:
1. Goto your school’s Veterans Office and Caree: bpage. Identify
the types of services and resou: provide and st of the items
that interest you most. Make and visit each office in person.
2. Discuss educational employme oriu our advisor or
Career Counselor. What types of plac s have ¢ students received?
What kinds of position 1 he/she i nend for you? What kinds of
prerequisites are the placements you would like?
3. Research businesses c ations in your community that you might
be able to volunteer for or in in the future. Make a phone call and
find out about potential opportu d their requirements.
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Chapter 2 LEVERAGING YOUR
MILITARY EXPERIENCE

1 think a lot of folks have a very diffici!t time translating
their military experience into languag rins that are

commonly used in the civilian wo:
Rear Admiral Mich

Veterans make up one of the most valu: g arce talent groups
entering America’s workforce. Transitioning ter the civilian workforce
with unique qualifications. They have been ingrais military culture of
hard work, dedication, teamwo rrue understanding of an organization’s
hierarchy. Because of their years ience, they already possess the
various soft skills, vocational skills, se 1 periences and resiliency
necessary to thrive in the global econ Veterais can be a driving force to help
companies reach and su cial improve innovation and expand into

new and creative horiz

According to the National ion of Veteran Serving Organizations
(NAVSO), employers struggle « nan capital management more than
any other challenge. Employers citc “soft skills—the character traits and
interpersonal har enable someone to interact effectively and harmoniously
with other blematic than a lack of certification or
education. t reasoil, ; are increasingly listing soft skills as a critical
component of b descriptions.
As a veteran, you ossess these critical soft skills and the unique traits
that industry leaders Your mission now is to translate your military
lence in vour rest over letters, and interviews in a way that focuses on
c caree iS.
ou 1is endeavor, this chapter will
¢ Discuss im nt skills and attributes that employers seek
* Highl st of various soft skills you likely acquired through

your military service

*  Guide you on how to translate military training effectively for a
civilian employer
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Soft skills and attributes employers seek
The overarching purpose of this chapter is to get you to think at~ut your own

experiences from the military and then describe those experier civilian
terms through the soft skills you have attained. At the same ~e ws *you
to be familiar with the talents and characteristics that emp! e s

The following two lists comprise the top 10 skills employei. 2 top

10 attributes employers are looking for on a candidate’s résume . 0
22015 Job Outlook report from the National Association of Collegc.
Employers (NACE).

Top 10 skills employers seek

(In order of importance)

1. Ability to work in a team structr

2. Ability to make decisions and prou tie)

3. Ability to communicate ver' h pe mside
and outside an organization

Ability to plan, organiz= and prioriti.
Ability to obtain and farmation
Ability to analyze qua.

Technical knowledge rela the jo.

Proficiency v ‘e programs

® ® N N A

Ability to crea i ed sports
10. Ability to sell to an ce others
Top 10 attributes employers Jn a candidate’s résumé
(In ord “~nce)
1. . h
2. Ab. wor 4teain
3. Comn . skills (written)
Problem-. skills

5. ¢ work  uc

-~

quantitative skills
lechr kills
8. C dcation skills (verbal)
9. Im _ative

10. Computer skills
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After reading through the two lists, you will probably agree that you possess at
least some, and maybe even the majority, of these skills and characteristics from
your service. If so, congratulations! You have what employers are looking for in
new hires. The next step is to craft a resume that highlights th lents.

Highlight soft skills developed in the military

Veterans have an abundance of skills to offer to potential civilia rs—-
especially soft skills, such as self-discipline, leadership, decision mak
communication skills. However, translating these experiences to civilian

employers can be challenging because the cultures and languages can seem lik
polar opposites. The purpose of the list below is t! First, we'll point out
some of the key soft skills you likely acquired during in the e.
Second, we'll provide a vocabulary you can use that relates y
employers are familiar with. And, third, we’l >xamples you can
write and discuss your soft skills in resume er and during interviews.

10 Key soft skills service memb laly a ed during

their military service

1. Leadership

Related vocabulary: direct, m inspire, mento ourage, develop,

manage, supervise, guide

Examples: Builds and sustains di eain essfully meet the require-

ments of the organization; fosters tion and cnhances morale; effectively

manages staff from di kgrou rhances performance through

constructive supervic e and candor among staff.

2. Verbal communicatic
Related vocabulary: speaking, | reaking, persuasive speaking, two-way
communication, train, teach

Example: houghts and ideas; communicates with clarity and
verve; resc and udience and purpose.
3. Written c 1 tion
Related vocabuls ¢, compose, edit, craft, report, document
nple: Writing is nd precise; carefully crafts written documents;
ticular ell in writing.
work

Related vocab team player, cooperation, collaboration
Example: well with others from diverse backgrounds to perform team

tasks; establishes productive relationships with other team members; identifies
with the team and its goals.
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5. Resilience
Related vocabulary: triumph over adversity, productive stress management

Example: Consistently demonstrates mental agility and willy during
periods of adversity; maintains balance and perspective in ul sitt 1.
6. Setting the example

Related vocabulary: accountable, follows set guidelines, reliable, dej

Examples: Is reliable, responsible, and dependable in fulfilling obligations;
diligently follows through on commitments and ntly meets deadlines;
displays integrity and honesty in all workplace inte:

7. Conscientiousness & attention to

Related vocabulary: respect for procedus ci utonomy, productive
Examples: Is accountable, self-directe diligen ticulously checks work
to ensure that all essential details have sidered.

8. Project planning

Related vocabulary: project v nt, strategic p! ng, organize,
coordinate, plan, schedule, dc

Examples: 1dentifies resources; pr es v 1peting tasks and activities
so that work is completed effectivel efficiently; finds new and innovative
ways of organizing w I to accomplish work more efficiently.

9. Decision making
Related vocabulary: implen: 1tify, evaluate, assess

Examples: Chooses the best solut »ption in a timely and decisive manner,
even in am! situations and without assistance when appropriate;
analytical perience, education, and intuition.

10. Critica king

Related vocabu ite, analytical thinking, reason, interpret, problem
solve
mples: Demonst 1ental agility and the ability to reason; anticipates
»stacles 1tifies problems; locates, gathers, and organizes relevant
for tes alternatives; evaluates and analyzes information and
hat is od.
This list is not ¢ tive and you have probably developed additional soft skills
through you fic military training, professional development courses, and

on-the-job experiences beyond those listed. For example, you might be conscien-
tious, have courage, demonstrate initiative, show good judgment, and manage
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the work of others well. You might also have great interpersonal skills, or be safety
conscious, or demonstrate careful attention to detail. You should think of this list

only as a starting point. Once you have translated your skills an crience from
military jargon into terms the civilian workforce can relate to. | be ready

to write a convincing résumé or cover letter and to speak wit iiden an
interview.

Tip: When writing about the soft skills you have developed, use sf
whenever possible. For example, “Responsible for the training and ma
(36) individuals in the organization.”

Translate your military experience intc langu:

Served as an 11B team leader and completed two deploym f OEF
and OIE. Supervised and drafted EERs for s vd two 1 ucted
monthly PMCS on 5 vehicles worth an esti Honorable discharge.
This all sounds good, right? Well, that d 1s on y« «dience.

As a veteran the use of acronyms is seco However, to a potential
employer this type of resume will need to be ried with a manual to
decipher the code and figure out what exactly it i Iking about. To ensure
that all your hard work in the m is accounted fc imperative that you
keep your prospective employe writing your resume. Keep the
language simple and approach it pective. Thankfully, with
more veterans returning to school, 1 carect have a designated staff

or at least an employee who has recei >cialized training and is familiar

with veterans’ unique e hi 1 can also provide a fresh pair of
eyes to ensure that you strengths in ways that are easy to
understand. Also, the Vete: Ils Translator is another indispensable resource

to support your career efforts.

This h military experience into civilian skills!

WWW.i y.com jobs/skills-translator
Use your military Is
The U.S. milicary is : ed for its organizational structure and the professional

spment of its emy s. When you first start preparing to write a resume

should “that old footlocker with all of your military documents you
i I 1ized during your service and think about how you can
1ese st 1s. For example, Fitness Reports, Counseling Reports,

Rater and Self R ‘valuations, and Letters of Reference are excellent resources
for your care aits and clearly document the softs skills you attained over the

years. As the old adage goes, “don’t reinvent the wheel.” Chances are you have all
of this helpful information available; review it and use it for your next step.
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Military schools and previous professional development
You'll also want to leverage your experiences in military schools and professional

development trainings when you're building your civilian resume. If you served
in the infantry or combat related fields, you may feel like you have few skills
employers are looking for. However, basic training, boot can 'n-Co1

sioned officer courses, candidate school and many others ar rainin
exactly the skills employers want. For example, the Army’s War: ship

Course, formerly known as Primary Leadership Development Cours

month- long course focused on the art of leading small teams. During thic
soldiers learn critical management techniques, as w the crafts of technical
writing and giving effective oral presentations. The in-demand soft skills
civilian organizations need, especially in mid- to seniox

e R

Army’s Warrior Leadershi Irse
Military Skills Ci 1 Relevance
Leading & managing T supervision,
subordinates €v 1sk direction
T
Technical writing Written commmunication
Drill & ceremony ition to detail
Conduct military briefs Clear & concise communication
N Tactical lead ding in diverse environments
e : : N
Military Training Received Skills Employers Want
Marine Cor Mid-to-senior-level
(Seven We civilian job skills
Gives impro ceches — Oral Communication
DeveloI') s plan o © —) Decision making/decisiveness
_llf‘ ':ertalnty
s buy-in from pec mmmd>  Leads, motivates, and inspires others
)eﬂl:‘a’te' and reconsiders ) Critical thinking
| nd revise ytical essays [—— Clear written communication
Learns how - long-range, = Experience training others
annual, anc crly training plans P & )
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BOOTS ON THE GROUND EXERCI

1. Draft a resume. Take the content from this chapte highli
your military background, education, soft skills and othe:

information. For examples of resume formats and structure, gc e
resources section in the first chapter. Several of the resources listed
excellent content available to guide you on the mechanics of writing an
effective resume and cover letter.

2. Take your first draft to your college’s Office.
Request a fresh set of eyes to look it over and provide Are

using language that a civilian employer will tinderstand? . to
include too much or too little informatio typos? Al ating
your resume, take it to your college’s C Ce | repeat the process.
3. Now that you’ve got a poli: resum time to pilot it.
Reach out to a community-based v an n or a local Rotary
chapter in your area. Many Rotaries co! business leaders who
look at resumes on a regular basis. See if tric nteer available to

proofread your résumé.
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Chapter 3 MAKING A
GREAT FIRST IMPRESSION

Ten seconds. That’s about how much time you have to make a lasting first

impression. (It’s actually a little less time than that, | Il round it up to
simplify things.) Whether you're on a date, at an intc n day or

new job, those first ten seconds have to be good. No biggi [ust 1lin
some acting classes, hire a vocal coach, work o fiend, a - some
cheery talk show host to treat you to a total eover.

Here’s the part where your blood pressur ockets we tell you why
humans are wired to make snap judgm ! how cally a good thing,

a survival tactic we carry with us from the abicle. Imagine, after

all, the poor caveman who carefully deliberatec > the pros and cons

of taking action when confronted by a charging bea re benefits to the
quick appraisal: It saves time an Also, our instincts are pretty reliable.
We have inherent expertise that es plus muttering plus
clenched fists: bad. Nice eyes plus ¢ oic very, very good.” We
don’t have to take a body language sc to know who's a potential threat and
who’s a potential mate.

Great, you say. Love the g ppraising, but it’s a little nerve
wracking to be the appraisc all this talk of bears and clenched fists
raises the anxiety level a few n OK, relax. Because here’s the part where
we tell you what you can do to en 1 do make a great first impression on
your new bosses and coworkers. And it doesn’t involve a vocal coach or a total

wardrobe ma

It does, howe ean de 1e favorite sayings, such as “Looks aren’t

. » b » .
everything” anc ‘hat de thiat counts.” Yes, yes, but...the truth is that
people judge on g I irst, then on personality and performance. So we
have to pay attentio v we look and the impression we create.

Grooming and dre

nay h: ent scveral years or decades wearing a uniform, which made

in n easy choice in the morning. But now as you transition
1 emple 1t, how you dress can directly impact the impression you
make on others. Grooming and dress are the first things people notice about you,
long before th w anything about your work ethic or crystalline brilliance.

Luckily, it’s fairly casy to manage this aspect of your image and it doesn’t
necessarily have to cost a year’s salary.
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Chapter 4 UNDERSTANDING
YOUR ORGAN!ZATION

The robots of this world can judge how good a work situation is with hard,

quantitative data: Add salary (X) to benefits (Y) and ncement potential
(2), then divide by commute time (C). That’s it. Th od if it pays well,
offers a fancy title, and doesn’t take two hours and three -ach
experienced professionals will tell you that the fee! of the comy al to
job satisfaction. Yep, the feel. Or, in office sp pany cul

Do you remember reporting to your first station r going through
your check-ins with all the different dep ts and ting the XO and

CO you probably began to grasp the disii I f the unit. Similarly,
each company has a unique personality, comp values, structures,

and behaviors. When you first get the job and begi lop the skills and
procedures that relate to your po i1l also start to figure out the organi-
zation’s culture. More important! » understand how you interact

with this culture.

Its kind of like moving to a new coun »me of the traditions and expressions
will seem familiar immec le ot ecome clear with time and
translation. Because job ‘es to how well the organization’s
personality meshes with yo you'll want to get the lay of the land early
on. Consider this chapter your o understanding your organization. We'll
provide a thorough definition of ¢ rional culture, map out how you can
assess your organization’s personality, {ter tips on how to work with it.
Two ears
There’s an ol¢ o that ears and one mouth because we're meant
to listen twice 2 h as s cak. While in boot camp, this maxim was ever
so important to p nted attention from your drill instructors. Keep
that saying in mind 1avigate the first weeks and months of your new job.
Int ws are meant { vcasing your achievements, impressing everyone
\ our knowledge, ai st plain selling yourself. But after the interview is

it’s tin how well you adapt, which means more watching and

g.

Her W to star right:
Watch. Obs: dy language and how people in the company interact.

Where do people gather? Who are the leaders? How much space do employees
give each other? Is it a heads-down environment—everyone working quietly

Want to read more? Visit: www.VeteranTransitionPublishing.com



Chapter 5 REALISTIC
EXPECTATIONS

You've heard of sticker shock and culture shock, but here’s a new conditios
you should know about: Reality shock. Reality shock is the state many recent

graduates find themselves in a week or so into their ‘hen their expecta-
tions for the job collide head-on with the reality of the ¢ s € itions
of them. So if your eyes ache from the blur of entering data, « me an
expert user of the copier machine, know this Arts somi

Open up a copy of Forbes or Fortune and the pe Al those high-powered

executives? You can bet that almost ever f then in their time filing,
copying, entering data, and doing all the ¢ d, well, boring. The vast
majority of professionals paid their dues in the of their career, just like

you in your military career.

However, articles and stories th ~cessful people often gloss

over the boring stuff and head stz C ! plays, breakthroughs,
and stellar accomplishments. We w: heai someone collating and
three-hole punching about as much a rant to hear Uncle Dave’s “when

I was a kid I walked th chool” stories. And when most
of what we know about ing ised on television or magazine
profiles, social media, or eve ooks, it’s not surprising that most of us

suffer from at least a little realic

We hope this chapter will help you sc stic expectations for yourself,
understand ¢t on causes of reality shock, and see what you're doing
now as one

The importe of having realistic expectations

Did you ever get s r a gathering or a big trip that when the actual
event came it was an ctic? Not that it was bad, but it just wasn’t what you
in | somehow. Tk between anticipated excitement and reality can be
lown. A n if you are generally an optimistic and motivated person, it’s
nco so excited by the job search and hiring process that when
) daily it seems, well, just like work. Contributing to this feeling
is i .t sense ¢ omplishment you get when you graduate: Here I am,
World! Qualific greed! Skilled! Energetic! Master of my field! Experienced
Military Profe al! And then someone asks you to change the toner.

If you feel this reality shock you are by no means alone. In fact, the most
common complaint of new hires after two weeks on the job is that it isn’t what
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Chapter 6 PROFESSIONAL
COMMUNICATION

In business good communication skills are critical to your success. As a strc
communicator, youre more marketable and more c itive. You have a
better chance of getting the job and at excelling in y sion.

Lucky for you, you have lots of chances to practice your cor

skills. Every email you send, voice mail you le you wi ideo
conference you attend is another opportuni nnection with
colleagues, supervisors, and clients. Of co there’s 1e risk of miscom-
municating. The stories of accidental “R I1s,” wi recipients, and
inadvertently offensive emails could fill a | important to understand
that communication is quick, but what you sa; 1 write—and how you
communicate it—will have a lasting impression. 1i1 hile you can always
make amends for a bad commur. o'l be better off if you get it right

the first time.

This chapter covers the most commc ms o snal communication
and how to use them to your advantag

Telephone comm

The phone is an essential odern business life. Make your telephone
communications as profession ffective as possible by following these tips
and suggestions:

Answer calls with a professional and frieadly greeting. Your greeting should

include your nd your name. For example, “Good morning,
this is Joe Sp Org and Such, how may I help you?”
Smile during c: ailir cually affects the way you speak and the tone of
your voice. It will bund friendlier, even over the phone lines.
Ask the caller his/he . Doing so—and using his or her name throughout
tl wersation—indic 1at you are interested in him or her.

k cle wly.
/ g g eating while on the phone.
Avoid multitas! typing or reading, for instance) while on the phone.
Your caller wi ble to hear the distraction in your voice and/or hear the

clicking sounds of your keyboard.
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Chapter 7 ETIQUETTE IN
THE WORKPLACE

Being courteous, caring and thoughtful to your colleagues isn’t just polite -
g g g y )

good for your career. And while our families might ! ught most of us the
basics (don’t talk with your mouth full, say please an u, don’t leave the
front door open), workplace etiquette can be a little more Th blem
is that some of the rules are unspoken, so someti e don't we've
messed up until a colleague shoots us a look ticky not ur
lunch bags. Not to worry, however. This ch will »u the low down on

workplace etiquette.

Using office resources

Working in an office means using shared resourcc 1g copiers, telephone
systems, printers, and the office st closet. Every o different protocols
regarding these resources—somc le, have entire [l departments to
handle maintenance and repairs o: ems and accessories, while
others call repair services only as nee and | |d familiarize yourself
with these protocols as soon as possibl ing your first week at your new job,
ask someone to demonst e ‘ce machines and the best ways to
access resources. Also, {1 ould report low supplies, repair
or maintenance needs, and | 1s. Some other things to keep in mind:

Leave it like you found it. Leav rrays full, work areas neat, supplies on
the right shelf, and fax machines cle 1l numbers.

Take initiativ problems as they come up. If you notice the “Low
Toner” light copier, don't ignore it. Replace it or alert
the person wh ‘eplace -ake a few extra minutes and a little bit of
hassle, but you'l »py you did it when someone does the same for you.

Don’t hoard resou: things are more frustrating than trying to locate the
paper cutter, stapler, supplies only to find out a colleague has stashed
t 1 his/her workspe

1 bre p to it. If you jam the copier, short out the fax machine,
¢ K ¢ e supplies in the closet, admit it, then try to remedy the
sitt {1ts bey your capabilities — the copy repair service needs to be
called, for examp -t the proper person know about the problem so it can be
addressed imi cly.

Use the fair warning system. If you know you are about to receive a 40-page fax,
or need to print a 200-page document on the shared printer, let everyone know
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TIPS FOR BUSINESS-
RELATED FUNCTIONS

One benefit of being a veteran is that you likely saw parts of the world and

interacted with diverse populations during your service. This familiarity with
other cultures and customs gives you an advantage. le, never put the
napkin in your lap (in Latvia). Lower your eyes when in 0 SO ¢ who
is older or has more status than you (in Nigeria). Use both L C your
business card (in Sri Lanka). Keep your elbor ble. Keep ; lbows
off the table. Slurp your soup. Never slurp souf national etiquette can
just about give a person whiplash. In som intries, > expected to enter a
conference room in order of status. In ¢ 1 dc lk about business at all

during the first meeting.

Why are meetings, meals, and other business-relat ns so highly
ritualized in many countries? Ev h the rules vary—{rom country to
country and even from organiza tion—they all allow a way
to show respect. In this chapter we el e of business-related

functions in the United States.

Business meetings

In many organizations, v ting youre planning for the next
one. According to a study by "harton Ceriter for Applied Research, some
U.S. workers spend as much as s a week in meetings. What's more, most
managers say that only 56 percent ings are productive! Get the most out

of meetings by following these tips:

If you are le
First, ask you "2 meet est way to accomplish your objectives. If the
purpose is s o sl nformation or provoke a discussion on a single topic,
email or wiki ore efficient.
Set an agenda and sc everyone who will attend the meeting ahead of time.
sasult with meet ticipants to see if there are items they would like to
add to da.
f -arly as possible so the meeting won't inordinately interrupt
3y,
Ensure all pres and contributors know about their role in the meeting in
advance.

Select a meeting room big enough to accommodate everyone and make sure there is
enough seating.
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Chapter 9 WORKPLACE
CHALLENGES AND SITUATIONS

Experience and failure are great teachers, and you don't even need to take

out a student loan to benefit from their lessons. No er how prepared or
skilled, no matter how good our intentions, we're b rake mistakes or
deal with work-related mental or emotional challenges. fail o n-
ally? Yep. Will you say the wrong thing at the wrong time to

person? Probably. Will you feel stressed and 1? Likely - are
some things you can do to prevent these is ut ill be times when
you, well, are presented with the opportu 0 learn your mistakes.

This chapter covers tips that can help you ‘ le the challenges you
may face in your career, from making mistake - burned out.

Making mistakes

The question is not, “Will I mal burt rather, “IHow can I deal with
mistakes once I've made them?” St j n from their missteps
and bounce back. A professional wh {les hi mistakes well will
learn resilience and gain valuable exper Here’s hiow to fail well:

Be accountable. Own rediately. Don’t hope that no
one will notice or that it w how go “you ignore it. The longer
you wait to accept responsibil vorse the situation is likely to get.

Apologize, but don’t make excuse -ere apology is necessary, but a
litany of why the mistake was made or it wasn't your fault will make a bad
impression.

Learn from ¢ stake. at you did wrong, how you handled the
situation, and v uca differently next time to avoid the same snafu.

Avoid careless mis 1 are going to make mistakes no matter how hard
you (ry not to, so tak o avoid making careless ones.

- beat yo 1€ up. ve made a mistake, you've dealt with it the best
an - yousself and move on. There’s nothing to be gained by
ur ke or becoming angry. Remember that at some point
th - will be days ago, five months ago, a year ago, three years ago,
etc. Will it seem | hat big of a deal when you look back at it from those
vantage point
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Chapter 10 WORKING WITH AND
FOR YOUR BOSS

Filmmakers and screenwriters have a lot of fun portraying bosses who are

ineffectual at best and crazy at worst. Real life is, as usual, more complicated.
Some bosses will be inspiring and motivating, other nigmatic. A

of them will have their quirks, but the same could be sai ne ir
organization.

Your relationship with your boss is central t onal development.
Their importance in our lives may be why occup 1 a mythic role in
the movies. Relationships with bosses, h - are like any relationship: they
require mutual respect, communication, i »nesty, and work to

develop and maintain over time.

This chapter will discuss how you develop a good ship with your
boss and how to use that relatio  professionally.

Develop a good relationsh Iy S

There are many things you can't cont: °n it comes to developing a
good relationship with yr Your ¢ ization’s culture will to a large
extent determine your | and your boss’s personalities.
However, there are some t! 1 cain de lintain a good relationship:

Demonstrate respect. This is ¢ 2nd the same could be said for any
person you work with, but it’s so ft ital it’s worth stating. The more you
demonstrate respect for your boss and rs in the organization, the better
your working

Be honest. 1f boss as ick, give it to him or her. If there’s a
problem, admit d if ~ nake a mistake, own up to it as soon as you can.

Give your boss fai [f you want to plan a vacation, need time off for
illness, or may experi oblems being on time due to family responsibili-
ti your boss know r he may be very understanding, and at the very
will ap; your candor so that she or he can make plans for your
ce.” rour resignation as well. Even though your boss may not
L for ¢ 1e or he may be willing to serve as a useful reference
or ~. Givey oss fair advance notice of your departure to keep the
relationship fric

Maintain boundaries. You want to have a great relationship with your boss,
but you don't have to be best friends. Don't share very personal information
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Chapter 11 COWORKERS

Eight hours a day, five days a week...some quick calculations reveal that y¢
could spend up to 2,000 hours a year with your cow rs. Will they be your best

friends? Maybe. Will one be your future spouse? Ma: I your relationship
with them determine your job satisfaction and productiv lutel;
Research shows that, after several years on the j 7 people Sir
relationships with coworkers as their closest fying. It imakes sense
that we'd be drawn to the people we work . First, end a great deal of
time with them. Second, we have a shar ~rience orking with the same
people in the same environment. Third, + for organizations that
reflect our values, which means our coworkers are those values.

In the military there is clear guidance about workplac hips, relation-
ships, and conduct. Fraternizati hat many service members recall,
which stipulates that a strict boun personnel based on rank.
Although most civilian jobs are mor ced 1 , there are still policies

and behaviors to be aware of.

This chapter will discus: "e romances, and dealing with
difficult coworkers.

Office Friendships
At their best, office friendships pro: »dwill among employees, improve
communication, foster healthy competition, and generally make the office a
better and m »rk. However, there can be a flip side: Sometimes
office friend: e sossip, hurt feelings, bad attitudes,
aggressive comn| n, and

O

Unlike friendships ) with schoolmates, neighbors, and other acquaintanc-

es, work friendships ith the caveat that something is always at stake—your

cai ‘ou can—and ¢ —develop healthy and fulfilling friendships with
kers, just keep a fe ings in mind:

1

m stake. If your pal at the gym or your old college

I ccide to be your friend anymore, you may be sad, but when

a Wo iendship bad, it can make your work life uncomfortable—or
downright exc ig. Your former friend could tell other coworkers—or even a
boss—unflattering chings about you. You might even find yourself in competition
for a prime assignment or promotion with your former friend, who will likely be
less willing to play fair since your friendship went south.
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Chapter 12 TEAMWORK

Little Leaguers and Navy SEALS, while miles apart in terms of age and ex|

ience, would probably have some very similar things 1y about teamwork.
Teamwork requires trust, for example. The individu m have to respect
each other and take personal responsibility. Each membe am 1 oxert
maximum effort. The same rules apply whether you’re playing stecting
the free world, or managing a new software r ividual st ften
depends on your ability to work well with

Today’s work culture tends to minimize | ‘hical s ure and favors instead
collaboration and team work. Companic: onize and reward
employees who are creative, productive, respo: ! team players.

Being a team player comes easy for some people; for « may be more
difficult. Shyness, lack of confid bility to surrender control or delegate,
or an unwillingness to give up inc 1 to work for the greater good
— all of these traits can impede succe eail

But even if working on a doesn’t ¢ raturally for you, you can develop

your inner team player.

What is a team?

A team is a collection of two or ~ople working interdependently toward a
common goal and a shared reward. t that should be emphasized, however,
is working together. Anybody can throw a group of people together and tell them
they have to lone; a genuine team, however, works collaboratively
to achieve b d have attained individually. Members of
successful tean

*  Motivated by goal

* Able to overcom 1eed for individual recognition in order to work for the

1’s success
Able t ersity and capitalize on the strengths of fellow team members
n 2 -ather than duty or a fear of failure

Teains that fail fa! im to inaction, poor communication, lack of leadership, or
sense of comm ssion. In addition, egos, conflicting goals, and competition
between members for recognition and rewards can destroy a team.
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Chapter 13 MAKING CENTS OF
YOUR PAYCHECK

Sure, work should be fulfilling, challenging, and personally rewarding. But

also really nice to get the paychecks. It’s a pleasant st e to open up your

first “real” paycheck if youre working for the first ti b that pays above
minimum wage. It can also be a shock for another reaso: lons. |

federal income and Social Security taxes to health insurance ¢ ending
accounts, deductions from your paycheck ad han you “What
the heck is FICA?” In the end, your payche ay 50-60 percent of what
you actually earned.

Whatever you do, don't ignore those stra: 1s noted on your
paycheck. Understanding where your money g ot only make your
smaller paycheck easier to swallow, but also protect potential
accounting mistakes. In addition lerstanding wh e funds from your
paycheck are going, you can dev » minimize deductions, from
choosing the right number of allov 0 i form to selecting the

appropriate insurance plans for your

Typical deduction:
As mentioned before, the leductions that can reduce your
take-home pay. Typical ded from your paycheck include:

Federal income taxes

Federal income taxes take the heftiest of cash from your paycheck. These

funds go into ays for things that our elected leaders have deemed

necessary, st country, social programs like food stamps

and Medicare, livisions ernment like the Department of Education,

the Department icul and the Department of Homeland Security.

The most confusing yout Federal income taxes is the fact that different tax

rates apply depending 1r specific circumstances. This is because the Federal

g fent uses a prog tax system: taxable income levels are divided into
cets witl income brackets paying the least amount of tax. Tax brackets
1t] -cent and go to 39.6 percent. The more you earn, the more

Y

So how does the essive tax system work? Let’s pretend for a moment

that you werc in 2013 and you had a total income of $51,550. After

adjustments, deductions, and credits, you had a taxable income of $41,550.
Here’s how your taxes would be figured if you were filing as a single taxpayer:
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Chapter 14 UNDERSTANDING
EMPLOYEE BENEFITS

Vacation time. Retirement contributions. The ability to bring your dog to

work. When evaluating the value of your job, your s is really only half of

the picture. In fact, the other half of the picture —y its — can be just as
important to your quality of life as the amount of monc; ke

Most full-time employees receive some form of 1surance S
retirement plans, and paid leave. Some com fer free or reduced cost
childcare, free gym memberships, paid lea “new | s, access to free or
reduced cost education, and flexible wor! s. Hon , in this age of rising
insurance costs and shrinking profits, it i e difficult for employers
to offer all the benefits they would like. In fac mpanies are struggling to
even offer health insurance coverage

In this chapter, we'll discuss the on types ot benetits you might receive
as a full-time employee, from pai ible working conditions.

Sure bet benefits

There are certain benefits loyers are red by law to provide. These include:
* Providing time off ¢ 1 perform military service.
*  Complying with all worl pensation requirements.
*  Withholding FICA taxes fron rees’ paychecks, as well as paying the
employer’s portion of FICA taxes
*  Paying st leral unemployment taxes, thus providing benefits for
unemp
*  Contribu state st erm disability programs in states where such
programs e
*  Complying wit leral Family and Medical Leave (FMLA).
A efits provided 1nd beyond these are completely at the discretion
> employer, but chances are your employer will offer at least a small
1 of | ou. Some benefits, such as paid vacation, come at no
hil ts, such as health insurance, may be subsidized by your
en but ma: require you to pay a portion of the cost as well, should

you choose to e

At the start of your employment, you should carefully consider all of the benefits
offered by your employer, making sure that you understand each one and how it
can impact you. It’s okay not to take advantage of benefits you feel are of no use
to you—free child care, for example, if you don’t have children—but remember
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Chapter 15 EMPLOYEE RIGHTS

Many organizations greet new employees with a handbook of rules, policic

expectations. As a new employee, you'll learn about codes, for example,
as well as what’s considered appropriate use of tech: -re’s a lot to learn
about their expectations of you—but you should also ko here les,

policies, and standards that they have to follow, t

The Federal government and your state gove have laws designed

to protect the rights of workers. Your orga lon wi y also have policies,
rules, and protocols in place to help rein xisting and to help create

a positive and productive work environm if your organization doesn’t
have a written policy regarding discrimination nt, or unemployment,

it must still follow federal and state laws that provi inds of protections
for workers. This chapter will prc : with an over of your rights as an
employee as well as an in-depth | ights, such as maternity/paternity

leave and discrimination protectios

Overview of employee rights
As an employee, you are ng rights:

Discrimination protectic 1gainst t to discriminate during hiring
and firing or while considering rformance, salary, or promotions on the
basis of age, gender, race, disabilit: ical condition, national origin, religion or
creed. Some states also protect you i ng discriminated against on the basis
of sexual orien r even your weigl:

Harassmen : ally protected from being harassed
verbally, physi r sexus on the job.

Safe work envirc ployers must provide a safe working environment
for employees and vide compensation insurance to cover medical and
dis v costs should >loyee be injured or become ill due to something
t ccurred on the job

ap! ance: Employers must pay for unemployment insurance to
ploy pay ploy
¢ loym nefits to workers who are fired or laid off.

Wage protectior re are laws and protections in place to ensure that workers
receive a min vage and fair wages for overtime work.

Job protection: In most cases, your job is protected should you need to take
leave to attend to jury duty; fulfill military service; adopt or give birth to a child;
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Chapter 16 GO BEYOND AVERAGE

Average. Even the word is boring. Kind of nasally and slow, like a whi:

It’s no surprise, then, that no one wants to be aver We want below average
cholesterol and above average intelligence, but evc ms a little dul!
Who wants to go to a restaurant or a doctor with just aves
reputation? Who wants to be labeled “above average”? Biel 1as

saying “not excellent.”

So let’s get rid of that word right here. In work u want to be way
beyond average. Not even in the same r Insteac /1l be excellent.
Superior. Remarkable. Now, in school a | mply to meet the
standard in order to pass the class. But in wor st meet the standard you
could end up with job paralysis. Instead, you wan -e your knowledge
and experience (and, yes, your sal 'ou need to go nd the basic job
description on a regular basis. A lling career 1s made up of many

daily decisions to exceed expectatic

Starting your job with the mission of | ¢ to both your supervisors and
yourself that you've got t! T w ill a habit of excellence. You'll
become so accustomed and doing your best that
remarkable job performanc > your norm.  And you'll find that the energy
you give will come back to yot

Now, the advice in this chapter is co sense, the stuff of Abe Lincoln stories
and more than one commencement address. But there’s a reason these tips are
repeated in v ~essful people: Going beyond expectations is what
separates the e professional from the remarkable one.

Work a full ¢

We know, we knov ¢ seems painfully obvious. However, even though

conventional wisdon » work a full day at your job if you want to excel,

m s still report th y employees arrive a little late and leave a little early.
take a | caks. Now, circadian rhythm and psychological studies may
tha s plus a nap in the middle of the day boosts productivity

: v, bu ust say that most of the working world hasn’t caught up

to ¢ y of thir

People noticc arrive late and leave early, and they really, really notice if you
show up for a mecting with sleep creases on your face. No matter how much
you're actually getting done, timeliness can't be underestimated. If you get to
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Chapter 17 INCREASE YOUR SALARY

The nip-and-tuck approach to finances—cutting coupons and eating rice a
beans for every meal—only takes you so far. At son int, you just want to
make more money. There are plenty of ways to inci income, though

not all of them are pleasant or legal. Some people take sc or side
business or sign up to be medical test subjects at the local uni their
roommate’s stuff on eBay. A better, often-ov to make money is

simply to ask your boss for a raise.

We're not suggesting you march into yo ’s offic r a week on the job and
declare it’s high time for a pay increase. 1 ou've been at your job
for a year or so, reflect on where you are and w doing for the company.
If you deserve a raise, ask for it, and get it, that lictl rion with your boss
could translate into a salary incre oral thousand dollars or more. And it
would probably be less painful tt rther sleep deprivation study at
the local university or your best fric i liscovers his prized Pez
dispenser collection has been sold on slist an pped off to Paduka.

Sure, you could get turne 1 raise. So? “No” is the second-best
answer you could get. D ough. Requesting a raise is a
process that involves a lot of -and preparation before you even make the
appointment to talk with your & is chapter covers salary negotiations as well as
other ways you can prepare yoursel! - moving ahead in your career.

Do you de: a raise?

This is the g [l want more money and can imagine
everything we vith a | b paycheck, but when you ask for increased
compensation y d to e you really deserve it—first to yourself, then to
your boss.

You deserve a raise it |
o p .
“onsistently exceed ¢ cations
hav IIs and education since you started the job
1 signi duties beyond those outlined in your job description
* frequently - vertime in order to complete projects

When you are certain that you've performed at a level worthy of increased
compensation, you'll be in a better position to sell your boss on the idea.
The next step is to determine a fair salary for your work.
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Chapter 18 MENTORS

Yoda. Dumbledore. Morpheus. In our quest to succeed, thrive, and do goc
this world we all need a mentor. Someone to advise ich us to “use the force,”
and guide us to the next level.

No doubt you already have had a mentor or two: a trusted t SSOI,
an older student at your college, or a friend o: ho has s  model
and inspiration for you. As you begin your ) int to find 2 mentor or
mentors who can guide you on your proft al jour

Mentors defined

Mentoring is a one-to-one relationship based rgement, constructive
criticism and feedback, and a mutual willingness ! share. Simply put,
a mentor is an experienced and t lvisor who is s stul in his or her
profession and has the ability an h and assist others.

Typically, the mentor is more experi | thas ‘gé. The protégé is usually
someone trying to move up professior nd develop his or her career. The
relationship benefits bot! S otégé receives professional advice,
guidance and nurturing portunity to strengthen his or her
leadership skills and the go 1 of kinowing he or she is helping someone

develop skills and experience.

Having a great mentor can be one ¢ ost enriching experiences of your
career. Why? A mentor can

* Helpy Is and short-term work objectives.

*  Teach you your ¢ ization, your profession, and how you can use your
skills and ta e ithin them.

* Help you ident ssional problems and create strategies and solutions for

ling with then

Give ho d useful feedback and criticism.

D)

ntacts, invitations to industry events, and information and
rendat »n networking in your profession.

Finding and king with a mentor

Many organiz s offer mentoring programs. Some organizations even require
new employees to participate in a mentoring program to help ease their entry
into the corporate culture. Programs like these usually require you to fill out
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Chapter 19 NETWORKING

You've heard the saying “It’s all about who you know.” However, a better

statement is “It’s all about who knows you.” This has r been truer than at
this time in your life. Developing a group of contact tors—in o
words, networking—is one of the most important things lo in

early career.

Networking keeps you tapped in to the idea aformation that are
relevant to your profession, makes you mo ible, a ps you connect with
others. However, networking doesn’t nec 7 come rally. Like any other
skill, it must be developed to make the m ortunities. Here’s how.

What is networking?

Quite simply, networking is the a ~eting people hom you can
develop mutually beneficial relat change information, advice,
contacts or support. A few examplc :

Example 1

You attend an industry ¢ n n a conversation with an
executive at Company X 1t your company would love
to do business with Compa: during the course of your conversation, you
mention an article that the exec ;presses interest in reading. At the end
of the night you and the executive - business cards. On Monday, you
email the executive a link to the articl you discussed. A few weeks later,
the executive « 5 let you know that his company is looking for the
services of a help on a specific project. You let your
manager knov rformat we received. Your company submits a
proposal and wi: > CO t—and you get big points with your manager.

Example 2

Yo nd the month!; ing of your industry trade organization and meet

s young profession: your industry. After giving one of these young
ssional 1 great restaurant to take clients to in her area, she invites

3 I week with her and several of her colleagues from a

o th sim terests as your. You begin to have lunch on a regular

basis with this grc . few months later, a job opening that is a perfect match

for your skills ents opens up at their company. Because of your inside

information and 2 few good recommendations from your lunch group, you

land a new job—and a $7,000 pay raise!
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Chapter 20 YOUR CAREER
AND THE INTERNET

You've heard the idea that everyone is connected to everyone else by just si:
degrees of separation? Well, make that just two degrees of separation, thanks
to social media such as Facebook, LinkedIn, and Ts use of this, your
online presence—and the relationships you build throug WO —
is vital to building your career.

The majority of people still find jobs and ge h personal
connections. Social media is your route to ing m rsonal
connections—and to making them mor perso .s we mentioned last
chapter, the old saw “it’s not what you ko 1 1 know” has morphed
into “it’s not just who you know, it'’s who knc hich leads us to a
critical question: What do people know about you 10w you're skilled,
trustworthy, and hardworking, tt be happy to help you connect with
others. Having a strong network >u the job—it also gives you the
opportunity to exchange ideas and le her professionals.

Now is the time to create a profession: ine prescnce and start building
valuable connections. In uss the major social media sites
and how you can use th ly.

Grandpa, what’s Facek

For as long as there’s been social o here have been people predicting its
death. As of the printing of this book ver, it’s still very much around.
Facebook, as o oment, has 1.1 billion active users. Because of those
numbers, we ly familiar with Facebook. LinkedIn, a profes-
sional networ te you ¢ using yet, has over 260 million users.
On LinkedIn, ¢ st their profiles, including job experience and education,
resumes, and inte i In individual members use the site to make
professional connect 1 exchange ideas. Companies use LinkedIn to find
new hires. If Facebook al Friday—or very, very casual Saturday night—
1 1in is business-atti onday. Facebook lends itself to informal, personal

inges: | is your best reflection of your professional self. Another

g connected is Twitter, which people use to post short

uj o track friends, favorite celebrities, and organizations. There
are countless othe al media outlets, which ebb and flow in importance and

numbers of u
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Chapter 21 UNEMPLOYMENT

Recession, unemployment figures, consumer confidence index—most ot u

more familiar with these terms than we'd like to be. for life before we ever
heard “toxic asset” or “bail out.” Oh, for the days w ble dip” referred to
ice cream cones, not an economic trend. While unemplo; s alv cen
a potential side effect of being in the workforce, we have to b Wy
about it now that the unemployment rate in ers arou o. This
chapter covers how to avoid being laid off « d as : methods o recover

from unemployment.

Signs you might lose your job

People who have been laid off or fired often say 1t of the blue. One day
everything was normal, the next day they were frozc heir organization’s
intranet. Often, however, there - lues that the company’s not doing well
or that your position isn't secure. look for:

Industry trends. How are your com rs dol other companies in your
industry experiencing layofTs, bankrup or other difficulties? If so, it may be a

bad sign for your comps

Organization trends. Wh it company's financial status? For example, has
the company lost a big client act lately?

Cost cutting. s there a lot of talk « o costs and budget cuts? Is the
company in a hiring freeze? Has therc already been a round of lay-offs somewhere
in the compa { normal expenses being cut back — travel, expense
accounts, suj

Bad news. Is yc apany at the center of negative news articles or a scandal?

Skimping and latc ts. Have you noticed that bills from suppliers and

service providers are | aid late? Has your paycheck been late or bounced?

I ¢ jumping ship. Have managers and other higher ups been resigning? If so,
ould | at they know something negative about the company that

No : iires. W1 cople quit or are fired, does your company assign their

duties to other g employees rather than hire new employees to replace them?

Change in management. Has your company changed hands, been bought out,
or completely replaced its management?
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