TRANSITION ASSISTANCE PROGCGRAM
(TAP) EMPLOYMENT WORKSHOP

The Transition Assistance Program (TAP) is a partner-
ship among the Departments of Defense, Veterans’
Affairs, Homeland Security, and Labor, developed

to ease the transition of Service members from the
military back to the civilian sector.

TAP is a four part process:
1. Pre-separation counseling — DoD
2. DOL Employment Workshop
3. VA Benefits briefing
4. Disabled TAP
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$2 DOL Employment Workshop

Professionally facilitated 2 %2 day workshop designed to
help Service members plan and execute successful job
searches.

Focusing on:
* Assessing skills, preferences, and
experiences
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* Employment opportunities research
Planning and conducting effective job searches
* Resume writing

* Interviewing skills
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Standards & Expectations of
the Employment Workshops
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In completing a DOL TAP Employment
Workshop the Service member will:

* Complete a draft hand-written resume

* Sharpen interviewing skills through
role-playing exercises
Gain knowledge of state workforce
agencies and functions
Locate the One-Stop Career Center

nearest to their chosen community

THE FOUNDATION OF A SUCCESSFUL
CAREER TRANSITION

In the TAP Employment Workshop, the Service mem-
ber gains practical knowledge of the fundamental com-
ponents of a successful transition:

Personal Appraisal
* Dealing with stress
* Career catalog
* Identify & Analyze
Strengths and challenges of military

experience

- Skills
Work preferences

Work-related values

Career Exploration
* Career Research

¢ Financial Needs Assessment
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Effective Job Search Strategies

* Get Organized
- Set goals
- 'The job search is full-time work

Research Companies

Job Search Assistance
Online Job Search
Employment Opportunities

- Federal Civil Service employment

- Small Business Administration

CREATE AN EFFECTIVE
RESUME

Purpose of a Resume

¢ Summarize skills, abilities, and accom-
plishments

* Marketing Tool

* (et an Interview!

Resume Types
* Chronological
* Functional
* Combination

* Targeted

What a Resume tells an employer
* Responsibility — what you handled
* Results — what you achieved

* Relevancy — of your achievements

Biggest challenge is translating
military experience into civilian terms!

Mark Andrews
2345 Brook Avenue
Englewoed, Colorado 12345
(123) 456-7890
Mark_Andrews@email.com

Objective: Seeking a position as a1 armed secunty guard for Pinkerton Services

SUMMARY QF QUALIFICATIONS

Government secret security clearance
Bilinguai—fluent in both English and Spanish
Superior performance award fo- past four years in security

management
* Able to make difficult decisions Iin stressful situations

EXPERIENCE:

19XX-20XX Security Speciaiist U.S. Marine Corps
*  Supervision of $100 million of highly sensitive equipment
. i ina i facility to ensure they remain in

detention

n handling matenal

.
= o Trained in diffusing hostile situations

« Certified in the use of tear gas, C-4, and TNT
* Qualified sharp shooter in small arms and assault weapons
« Proofreading and checking contents of Investigative reports
= Proven ability to communicate effectively in diverse environments
* lnstruction, supervision and evaluation of 25 personnel

19XX-19XX Warehouse Supervisor Micro Chemical, ing,, Denver, CO
« Proficient at using Windows 3 x
* Supervised a crew of 15 in daily including and disci
» Monitored compiex cataloging and ordering systems
* Helped develop and implement an effective securty system

19XX-19XX Security Guard Mayfield Malis, Denver CO
» Coordinated work assignments, evaluated pedformance and disciplined a four-
member security team
« Investigated security and safety viotations and wrote detailed incident reports
* Helped diffuse conflicts in a public environment with regard to everyone's safety

EDUCATION:

« U.S. Marine Corps, iali; Training i Firearms. 1
Diversity, Communication
* Metro State College, 42 Semester Units in Administration of Justice Denver, CO

THE INTERVIEW:
YOU'RE QUALIFIED,
NOW SELL YOURSELF!

Interview Stages
1. FQO&EQOQ — First impressions, the
hiring decision begins here.
2. Employer Questions — Matching you
to the job.
3. Applicant Questions — Ask questions!

4. Closing — Make your intentions clear.

Top 5 Interview Tips
* Be prepared. Research the company:
Practice for the Interview.
* Dress for Success. Dress appropriately for
the position for which you are interviewing.
* Relax: Be yourself.
* Know your resume completely.

* Keep a positive attitude.

Top 5 Interview Questions

1. Tell me about yourself:
Refer to the 30 Second Commercial.

2. What are your strengths? What are
your weaknesses?

3. Where do you see yourself 5 years from
now?

4. What makes you a good fit for this
company?

5. What are your salary /compensation

expectations?
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