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Overview

The goal of the Career Planning Guide is to assist you, the veteran, in determining
career goals and past achievements that would support those goal(s). To determine
whether or not a Career Path is realistic, you must take the time to create a Personal
Career Plan — assessing your values, abilities, skills, education, experience, etc. Using
some assessment tools and some guidelines included here, you will be able to build a
Personal Career Plan written with your desired career path in mind.

The Career Planning Model has 3 phases: Self Discovery, Preparation, and
Implementation. This guide will step you through each phase.

SELF DISCOVERY PHASE: Reflect on the questions and thought starters in the Self
Discovery Phase.

PREPARATION PHASE: We have included a Resume Template, a Skills Inventory, an
Accomplishments Inventory, a Work Values Inventory, and a Resume Development
Guide.

To create a good resume, and perhaps more importantly, be competent in interviewing,
one must prepare and do self-assessment. The Skills Inventory, Accomplishments
Inventory, and Work Values Inventory are all reflective Self-Assessments designed to
prepare you to create an effective, and powerful, resume. Take your time with each
part.

The exercises in the Career Planning document, in addition to a Personal Career Plan
and resume, will provide an excellent starting point for the Mentor/Veteran relationship
to begin. ldeally, the time and reflection given to completing the sections will provide a
foundation to move forward.

IMPLEMENTATION PHASE: After you complete the Preparation Phase, review the
Implementation Guidelines — interview and job offer tips, as well as insights on
employers needs.
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Career Planning Model

Preparation

“Believe in yourself”

Self — Discovery

“Know yourself”
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Career Planning Model

Preparation

*Networking

*Researching
companies

Self - Discovery +Objective setting
*Assessment
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Directions

1. First, you will have time to reflect on who you are, what your goals are, and what
you stand for in the Self Discovery section.

2. The Resume Template follows the Self Discovery section but it should not be
filled out right away. It is shown at the beginning to allow you to see the
information that will be needed.

3. After reviewing the Resume Template, continue by taking the Skills Inventory. It
is four pages long with instructions on the first page. Be sure to gather all the
information together on the last page of the section to highlight your skill
strengths.

4. Next explore the Accomplishments Inventory section. Once you have identified
your accomplishments, use the Accomplishments Development section and the
Action Verbs page to help you develop strong statements that sell one or more of
your accomplishments.

5. Proceed to the Work Values Inventory section. Following the directions in that
section, discover what will be very important to you in the workplace.

6. You now have the information in place to begin the Resume Development
section. It is time to revisit the original Resume Template from step 2 and use
the instructions in the Resume Development section to begin building your own
resume. Your mentor will help you with the writing and reviewing of your resume.
Just make a rough draft as a starting point.

7. Your resume should have a good cover letter to capture initial attention. Use the
guidelines found on the cover letter section to help you.

8. After you complete your Personal Career Plan, you are ready for Implementation.
Use the interview tips, job offers guidelines, and “Career Match Game” for insight
and preparation.

9. Let the coordinator know you are ready to begin working with your mentor.

Congratulations on taking the first steps toward ac complishing
your goal of attaining a job in your desired career !

CareerCenter: Career Planning Guide 01/06/06 7/40
Copyright © 2006 VRC.



SELF DISCOVERY

“Know yourself’
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Self Discovery

Learn about yourself by answering the following questions. While answering the
guestions also think about the opposite of the question. What wouldn’t you enjoy or like
to do?

1. What kind of activities do you enjoy?

2. What talents seem natural to you?

3. Do you prefer working with others or by yourself?

4. What gives you the most satisfaction?

5. What subjects have you enjoyed most?

6. For what do your friends depend on you?

7. What feels right about your social life? What feels uncomfortable?

8. What values/ethics/morals are critical to who you are?

Think about what is important to you in your immediate future? What is your longer-
term dream? Make a timeline of your short-term goals.

Think about what you stand for.
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PREPARATION

“Believe in yourself”
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Preparation

Resume Template

Name
Address
Phone
E-Mail
OBJECTIVE
SUMMARY

PROFESSIONAL EXPERIENCE

(Current or Last Employer)
COMPANY NAME, City, State

POSITION TITLE

JOB SCOPE

COMPANY NAME, City, State
POSITION TITLE

JOB SCOPE
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COMPANY NAME, City, State
POSITION TITLE

JOB SCOPE

COMPUTER AND TECHNICAL SKILLS

MILITARY EXPERIENCE

EDUCATION

AWARDS/ AFFILIATIONS

LANGUAGES

OTHER SPECIAL SKILLS

CareerCenter: Career Planning Guide 01/06/06
Copyright © 2006 VRC.

12/40



Skills Inventory
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Skills Inventory

1. On the skills list below indicate your degree of proficiency achieved through past
experiences.

2. Review the list again and identify those skills you enjoy the most. Place a check in
the left column.

3. Indicate the Strongest and Most Enjoyable Skills on the last page.

4. Viewing both the Strongest and Most Enjoyable Skills Lists, identify the top six
matches from both.

Ratings: 0-1-2-3-4-5
0 Not Applicable
1 Not a strength
3 Proficient
5 Master

SKILLS Degree of Enjoy Most
Proficiency

Communicating

Relating to customers

Managing conflict

Corresponding

Creating

Editing

Interviewing

Listening

Mediating

Negotiating

Presenting ideas

Public speaking

Writing

Drawing

Facilitating

Developing People

Coaching

Counseling

Teaching

Developing

Helping others

Motivating

Team building
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SKILLS

Degree of
Proficiency

Enjoy Most

Training

Assessing performance

Coordinating

Scheduling

Following up

Reporting

Recording

Cataloguing

Correcting

Managing Data

Assessing quality

Computing

Judging quality

Measuring

Setting standards

Taking inventory

Managing information

Gathering data

Researching and analyzing

Economics

Managing/Directing

Advising

Approving

Decision making

Delegating

Developing procedures

Developing systems

Directing

Formulating

Implementing

Instructing

Interpreting policy

Managing details

Managing people

Managing tasks

Problem solving

Project managing

Revitalizing

Serving as change agent
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SKILLS

Degree of
Proficiency

Enjoy Most

Financial Management

Analyzing budgets

Analyzing financial relationships

Auditing

Budgeting

Cost accounting

Managing finances

Planning financial decisions

Fundraising

Planning

Analyzing

Conceptualizing

Designing

Developing strategy

Developing organizations

Developing policies

Researching

Surveying

Selling/Marketing

Gaining commitment for the order

Writing proposals

Pricing

Analyzing markets

Advertising

Promoting

Managing sales

Relating to clients

Customer Service

Meeting customer needs

Serving customers

Responding promptly

Establishing rapport

Handling complaints

Organizing

Categorizing

Developing work plans

Setting priorities
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SKILLS

Degree of
Proficiency

Enjoy Most

Assigning

Restructuring

Technical Skills

Engineering

Designing

Programming

Tooling

Inventing

Manufacturing

Designing systems

Developing products

Technology Skills

Use of Microsoft Office applications

Ability to navigate Internet

Use of databases

E-mail

Specialized Skills (list any
specific or unique)

Most Enjoyable Skills

Highest Proficiency Skills

Common Areas of both lists above

OO WINF
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Accomplishments

Inventory
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Accomplishments Inventory

When building a resume, it is important to review your past work experiences and
identify those times when you did something well and felt good about what you
achieved. Potential employers don’t want to know what you did as much as how well
you did it. For example, listing “Went to work” is a descriptor; it is assumed that that is
something we all do. However, if one states: “Attained a perfect attendance record for
three years and was awarded a company bonus,” it states how committed you were.

An accomplishment is an activity that gives you pleasure, fulfillment and a feeling of
satisfaction. It can be large or small in scope, routine or extraordinary. It can occur
frequently or only once, be work related or personal. The key is how one feels about it,
not the judgment of others. Accomplishments represent you at your best, when you
believe in yourself.

How do you begin to jog your memory and identify accomplishments? Perhaps some of
the following questions will “prime the pump” and help you begin thinking about past
accomplishments:

Have you accomplished more with the same or fewer resources? (How?
Results?)

Have you received awards, special recognition, etc.? (What? Why?)

Have you increased efficiency? (How? Results?)

Have you solved difficult problems? (How? Results?)

Have you accomplished something for the first time? (What? Results?)

Have you developed, created, designed or invented something? (What? Why
important?)

Have you prepared original papers, reports, and articles? (What? Why
important?)

Have you managed a work group, a department? (Why? How many? Results?)
Have you saved the company money? (How? How much?)

Have you supervised, managed or trained employees? (Where? How many?
Results?)

Have you increased sales? (How? By how much?)

Have you been promoted or upgraded? (When? How important?)

Have you increased production? (How? Results?)

Have you identified problems others did not see? (What? Result?)

Have you developed a new system or procedure? (What? Result?)

Have you reduced downtime? (How? How much? Result?)

Have you established a safety record? (What? Result?)

Have you managed a budget? (How much? Result?)

Have you repaired equipment? (Which? Result?)

Have you won any awards or received incentives for your work performance?
Did you earn superior marks on performance evaluations? (On what? Why?)
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Did your work on a team enabling the team to complete a project on time and/or
on budget?

Did you complete any special training? (In what?)

Did you build a reputation for reliability?

Did you complete all jobs with zero defects or errors?

Did you recommend or implement processes that improved efficiency,
productivity or workflow?

Did you submit all reports on time?

Were you recruited to manage a project or work on a team? Why you? What did
you do?

Accomplishment Development

Develop your accomplishments. Be articulate about what you achieved and how you did
it. This is important not only in developing a resume but also when interviewing. Review
the information below and the examples on the next page. Then write at least 3
statements outlining your accomplishments.

A good methodology to develop accomplishments is the C-A-R approach. By following

this simple acronym, it helps you better understand their skill sets, work interests, work
values — and most importantly, what you can offer a future employer.

The CHALLENGE: What was the pre-existing problem, need or situation?

The ACTION(s): What did you do about it? (Be specific.)
What obstacles did you overcome?

The RESULTS: What results did you produce? (Quantify as much as possible.)
What skills, abilities, etc. did you demonstrate?
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Example:

The CHALLENGE:
There were problems in the company, nation-wide, because employees were not
formally trained.

The ACTION:

| trained employees at all our company sites.

What obstacles did | overcome? | had to convince management that it was necessary
...learn the materials and develop an effective training program ...and communicate
effectively when presenting it.

The RESULTS:

Reduced problems.

On the resume, this accomplishment statement would appear in this way —
“Conducted many training programs in several states which reduced problems.”

It is a good start but can be more impactful if one takes the time to be more specific.
For example, it would get better by adding quantification and results — i.e. numbers and
specifics.

Taking the above example, this could be presented better in this way —

“Conducted more than 45 service technician training programs throughout an eight-
state region reducing customer complaints by 22% in a six-month period.”

See how numbers and specifics make it more impressive!

In a final edit, verbs can strengthen the accomplishment statement even further. For
example, by changing the order of the words “conducting...and reducing..,” look how
the statement becomes even stronger:

“Reduced customer complaints by 22% in a six-month period by conducting more than
45 service technician training programs throughout an eight-state region.”

Accomplishments
1.
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Work Values

Inventory
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Work Values Inventory

Work Values are an important consideration in determining what is the “best fit” when
looking at potential employment opportunities. We work for different reasons. Work
values determine our commitment. Please review the following list, rate each value on
a scale of 1 to 5 with 1 being “not important to me” and 5 being “critical.” When done,
choose the top 3 work values which are most important to you — those that are critical to
job satisfaction.

Ratings: 0-1-2-3-4-5

0 Not Applicable

1 Not important to me

3 Average importance

5 Critical
Help Society: Do something to contribute to the betterment of the world.
Help Others: Be involved in helping other people in a direct way.
Public Contact: Have a lot of day-to-day contact with people.

Work with Others: Have close working relationships with a group; work as a
team toward common goals.

Affiliations: Be recognized as a member of a particular organization.
Friendships: Develop close personal relationships as a result of work activities.

Competition: Engage in activities which pit one’s abilities against others where
there are clear win-and-lose outcomes.

Make Decisions: Have the power to decide courses of action, policies, etc.

Work Under Pressure: Work in situations where time pressure and deadlines
are prevalent and/or the quality of one’s work is judged critically by supervisors,
customers, or others.

Power and Authority: Control the work activities of other people and make
strategic business decisions.

Influence People: Be in a position to change attitudes or opinions of other
people.

Work Alone: Do projects by oneself, without any significant amount of contact
with others.
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Knowledge: Engage oneself in the pursuit of knowledge, truth and
understanding.

Intellectual Status: Be regarded as a person of high intellectual prowess or as
one who is an acknowledged “expert” in a given field.

Artistic Creativity: Engage in creative work in any one of several art forms.

Technical/Functional Competence: Identify strongly with a particular
specialization whereby a sense of identity is created around the content of the
work and developing increasing skills in those areas.

General Managerial Competence: Value knowing several functional areas well,
not being a specialist per se, so that one can advance up the corporate ladder
to higher levels of responsibility, opportunities for leadership, contributions to
the success of the organization and higher incomes.

Autonomy/Independence: Prefer to not be bound by other people’s rules,
procedures, working hours, dress codes and other norms that arise in an
organization but rather do things in one’s own way, at their own pace and
against their own standards.

Entrepreneurial Creativity: Overriding need to create new businesses by
developing new products or services, by building new organizations through
financial manipulations, or taking over existing businesses and reshaping them
to one’s own individual specifications. Making money is a measure of success.
Different from Autonomy/Independence Work Value in that overriding drive is to
prove one can create a business, sacrificing autonomy and stability initially, to
build a successful venture.

Sense of Service/Dedication to a Cause: Committed to work that permits one
to influence social policies in direction of their central values. Dedicated to
improving the world in some fashion.

Pure Challenge: Success is defined as overcoming impossible obstacles,
solving unsolvable problems, or winning out over extremely tough odds. Job
must provide constant opportunities for self-tests.

Lifestyle: Highly-motivated to one’s career but requiring flexibility in their work
life so that professional life can be integrated into a total lifestyle. Seek an
organizational attitude that reflects respect for personal and family concerns.

Security/Stability: Prefer employment in organizations that provide job tenure
and/or the reputation of avoiding lay-offs (such as government work). In this
age of downsizing, professions may best define probable avenues —i.e. those
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services that will always be needed such as construction, food service
opportunities, nursing assistants, etc. High-ranking positions and/or income are
less critical to this Work Value than a sense of security and belief that
continued employment is fairly certain.

Important Work Values

[ —

N
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Resume

Development
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Resume Development

What is a Resume?

A resume is a “door opener,” a marketing tool that is utilized in a job search. It should
be well organized, show relevant information and stress accomplishment. It should not
be a “laundry list” of all the jobs and duties one has ever held. Resumes are initially
scanned, not read, by the Hiring Manager or Recruiter. For this reason, they should be:

Professional and easy-to-read;

No more than two pages in length;

Structured to direct the reader’s attention to specific qualifications;

Free of irrelevant information such as hobbies, salary history, and unnecessary

phrases such as “References available upon Request;”

Accurate and positive;

Written using up-to-date terminology and verbiage;

Not written in sentences but in phrases. “l, my, and mine” are assumed.

Key Elements of a Resume

Heading

This is your identifying information, namely:
Name
Address
Phone Number(s)
E-mail Address

Objective

This section is optional. It is used to help the reader focus, and if included, should
provide (1) the job you expect to do; (2) your greatest strengths; and (3) results you
expect to produce.

An example would be:

“Management position in Product Development/Marketing for an electronic component
manufacturer, utilizing strong organizational, leadership, and strategic skills with a focus
on bringing new products to market.”
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Background Summary/Profile

The most important part of any resume is this section. If written well, it negates the
need for an objective — and provides a positioning statement that brings experience of
the past into value for the future.

This section is a concise summary of experience, areas of expertise, technical or
professional skills, traits and distinctions, industrial background and other pertinent
areas that qualify you for employment.

It indicates level of responsibility, illustrates potential contributions, and highlights
greatest strengths. Furthermore, it should emphasize key information detailed in the
body of the resume such as languages, special degrees and/or training, team and
communication skills.

Some of the following are “Background Summary/Profile” samples:

“Dependable, punctual, hard worker with expertise in building printed circuit boards and
electronic devices. Experienced in assembly, machine operation and machine set up.
Demonstrated knowledge of shipping and receiving, as well as certified in and

“Over ten years experience in telecommunications and electronics industry with areas of
focus on:

* Setting up, testing, debugging network * Teamwork systems
* Narrowband networks * ECO Release Reviews
* Broadband networks * R&D Lab Support”

“Purchasing professional with demonstrated strengths in productivity improvement,
contract negotiation, and buying technical components. Background includes solid
track record of successive promotions in high tech environment.”

“Ten years experience in sales, management and marketing. Three of those years
spent overseas managing sales to military accounts. Special depth in:

* Major sales increases * Productive business relationships
* New product introductions * Marketing/Manufacturing
* Sales promotions * Broker relations”

Professional Experience

This section summarizes work experience and accomplishments of the past 10-12
years. List the positions in reverse chronology, that is, begin with your current job first
and work backwards. Work experience older than 10 years can be summarized at the
end of the section in a single sentence.
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The first line should state your Current Company/Location...and dates (in years). The
second line should state your Job Title. If you have had numerous positions in a
company, you list them in the reverse chronology manner — but do not list the company
name again. Under Job Title, it is beneficial to write a short Job Scope Definition that
defines the dimension, range, level, staff size, budget, primary duties/ responsibilities
and

reporting relationship. Start with an action verb and limit the description to no more than
1 to 2 phrases.

An example would be:

Honeywell International, Trenton, NJ 2003 —
Present

Project Engineer

Designed and developed miniature radar systems and signal-processing equipment
including system interfaces utilizing state-of-the-art materials and mechanical
packaging.

Under these listings, you want to provide accomplishment statements  to illustrate
what you have achieved. A good rule of thumb is to provide an accomplishment for
every year in a job. Each accomplishment statement should support how you described
yourself in the “Background Summary/Profile.” There should be more accomplishment
statements provided for your most recent experience — it is your greatest career
sophistication.

Consider the following:
1. What special skills or knowledge did you need to perform this task satisfactorily?

2. What results /contributions did you make in this job? What verbal or written
comments were made about your contributions in this area by peers, or managers?

3. What has been your biggest achievement in this area? (Think about money saved or
made, time saved for the employer.)

4. What different levels of people did you have to interact with to achieve your job
tasks? How did you get the best out of superiors? Co-workers? Subordinates?

5. What aspects of your personality were brought into play when doing this duty? (For
example, maybe it required attention to detail, good writing skills, analytical skills, etc.)

Consider the traits list that follows to answer question 5.
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Traits and/or dimensions:
Analytical skills
Judgment
Planning/organization
Initiative

Self-Confidence

Drive and determination
Teamwork

Leadership

Examples of Accomplishment Statements would include:

“Planned construction of an industrial facility for a real estate developer that realized
$60,000 net savings in projected construction costs.”

“Exceeded annual sales quota consistently by an average of 15% for three years by
initiating a system of follow up contacts with satisfied customers.”

“Recruited to lead project team which streamlined operations, realizing cost savings in
excess of $50,000.”

Computer and Technical Skills

This section itemizes specific computer applications and differentiates between
proficiency and familiarity. If you specialize in computer or information technology and
are selling your computer expertise as a qualification for employment, computer skills
should be included in the “Background Summary/Profile.”***

***(It is helpful to the scanner if you break down Technical/Computer Skills into areas
such as Hardware, Mainframe, Software, Integrated Solutions, Client Server Tools,
Architecture,...if that is your expertise.)

Education

Educational background should be stated simply. Again, use reverse chronology to list
your educational history with the highest degree, followed by major, name of school and
location. Then list prior degrees and dates. Associate Degrees are included in this
section. High school is omitted unless there is no additional training. You can elect to
omit dates of degrees if they are not recent and you are worried about age
discrimination.

Examples of Education section would be:

Millersville University, Millersville, PA
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B.S. Computer Technology

Harrisburg Area Community College, Harrisburg, PA
A.A. in Computer Electronics

Professional Training

This section lists other training, certifications, or educational attainments received that
are pertinent to your job search.

Example:

Company-Sponsored Training:

Total Quality (TQ) Leadership 1 & I, ISO 9001, ISO 9002, Quality Assurance
Procedures, Statistical Process Control, Lean Manufacturing Training

Military

Include branch, language skills, special achievements, and any leadership positions
held.

Professional Affiliations/Community Affiliations

These sections are optional and tailored to your own situation. If they do not apply, do
not include them.

Addendum(s)
Addendums are utilized to list special skills and/or activities such as Speaking

Engagements, Patents, Publications, and Industry Forums. It is a way to list significant
achievements without violating the 2-page resume rule.
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Resume Review

Does your resume show value-add and accomplishment? If a reader can ask “So
what?,” it needs more work and does not sufficiently highlight your skills.

Does your resume use strong action words?

Is your resume free of typos and errors? Have you asked two other people to proofread
it?

Does it include a “Background Summary” that indicates the level of responsibility you
can handle? Show how your potential contributions will benefit the employer? Clearly
show your strengths?

Does your resume contain up-to-date terminology that is widely used in the industry you
have targeted?

Is each of your greatest strengths documented with at least one solid achievement or
result?

Is the language you used concise, specific and professional?
Is your resume easy to read...and logical?

Does it project a professional image?
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Cover Letter

Before you begin your cover letter you will need to do some research about the position
you seek.
Meet with others who share your interests
Look for opportunities to job shadow
Volunteer (if feasible)
Learn as much as you can about the company so the prospective employer
understands that you are genuinely interested in the job position. Include
information you have found in your cover letter and in the interview.

The veteran’s resume was impressive. The formatting was impeccable, the content was
excellent, and he did a great job of focusing on accomplishments instead of job duties. If
| were an employer, | would have been impressed. Then | looked at his cover letter and

imagined the employer tossing that perfect resume into the trash bin.

Many veterans and retirees destroy their resumes by accompanying them with half-
hearted or downright terrible cover letters. While some employers don't bother reading
cover letters, most do. And they will quickly eliminate you if you make these mistakes:

1. Not using standard business-letter format — The veterans cover letter looked
more like a cut-and-paste e-mail than a business letter. It had no recipient
information, no return address and no date. The letter screamed
"unprofessional”. Be sure your cover letter uses a standard business letter
format. It should include the date, the recipient's mailing address and your
address.

2. It's not all about you — It may seem counterintuitive, but your cover letter, like
your resume, should be about the employer as much as it's about you. Yes, you
need to tell the employer about yourself, but do so in the context of the
employer's needs and the specified job requirements.

3. Typos and grammatical errors — Employers tend to view typos and grammatical
errors as evidence of your carelessness and inability to write. Proofread every
letter you send. Have a friend who knows good writing double-check it for you.
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4. Unsupported claims — Too many cover letters say the applicant has "strong
written and verbal communication skills." Without evidence, it's an empty boast.
Give some examples for each claim you make. Employers need proof.

5. Writing a novel — A cover letter should be no longer than one page. Employers
are bombarded with resumes and cover letters, and their time is scarce. Make
sure your cover letter has three or four concise but convincing paragraphs that
are easy to read. If your competitor's letter rambles on for two pages, guess
which candidate the employer will prefer.

6. Using the same cover letter for every job and company — Employers see so
many cover letters that it's easy for them to tell when you're using a one-size-fits-
all approach. If you haven't addressed their company's specific concerns, they'll
conclude you don't care about this particular job. It's time-consuming but
worthwhile to customize each letter for these specific job and company.

7. Not sending a real cover letter — Some job seekers don't bother sending a cover
letter with their resume. Others type up a one or two-sentence "here's my
resume" cover letter while others attach handwritten letters or sticky notes. There
is no gray area here: You must include a well-written, neatly formatted cover
letter with every resume you send. If you don't, you won't be considered for the
job.
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Implementation

The Interview

During the interview be sure to have a two-way exchange or conversation. Don’t
monopolize the conversation. Don’t let the employer monopolize the conversation
and not find out about you.

Little things matter. Use a firm handshake; maintain good eye contact; dress
appropriately for the interview

Be polite and personable to everyone you meet

Relate your skills/experience to what the situation or job requires
Share your accomplishments, specifically, truthfully

Ask questions to determine if it's the right fit for you!

BE YOURSELF

Learn from successes and failures. Apply to the next opportunity

Most Commonly Asked Interview Questions

®  Tell me about yourself.

®  What are your strengths, weaknesses?

®  Why did you leave your last job?

®  Describe an important accomplishment that you are most proud of.
®  What are your future career plans?

®  Why are you interested in this job, company?

®  Describe your working relationship with your last manager.

®  How did your peers, and/or last manager describe you?

®  What unique skills and/or talents do you have that you can bring to this job?
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Sample Interview questions YOU should ask

®  What are the specific duties tasks of this position?

®  Who will be my direct supervisor?

®  Who will I work most closely with?

®  What level of decision making will | have?

d How will my performance be measured?

®  How often will | receive performance feedback?

d Describe the working environment.

®  What are the work hours? How often will they change?
®  How will I be introduced to others?

®  What kind of orientation and training will be provided?
®  What personal values/behaviors does a person need to be successful?
®  What is the next step in the interview process?

®  When can | expect to hear from you?

Job Offers

Salary or rate of pay is only one component of a job offer

Consider others
— Health benefits, if provided
— Value of paid time off (vacation/holidays)
— Pension and/or savings plans
— Tuition/education support, other training programs
— Flexibility in work schedule
— Opportunity for learning and growing, more responsibility

— Co-workers and company environment
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“The Career Match Game”

Employer Individual
Plans/assesses needs ®  Plans/assesses self
Develops job description ®  Develops resume
Begins search for qualified candidates ®  Begins search for right opportunities
Interviews to determine best fit ® Interviews for right fit with job and company
Makes decision/extends offer ®  Considers offer/makes decision
°

Orients/trains new employees Puts skills, training into action

What Employers Look for

1. Can you do the job?
Do you have the skills, capabilities, and talents?
How much experience do you have?
Are you able to learn company methods of doing things?

2. Will you do the job?
Do you have the desire and motivation to do a good job?
Are you a self-starter? When you see that something
needs to be done, do you take the initiative to get the job
done?
Do you show up for work regularly and on time?

3. Is this a good match?
Are you a good fit for the company’s needs?
Do you exhibit values and behaviors similar to those that
the company expects?
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“ The reason most
people never reach their
goals is that they don’t

define them, learn about them,
or even seriously consider them
as believable or achievable.

Winners can tell you where they are going,
what they plan to do along the way, and
who will be sharing the adventure with them.”

-- Denis Waitley
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