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PURPOSE

This Facilitator Manual will assist you in presenting the Transition Assistance Program (TAP)
Workshop. The workshop is intended to teach military personnel the job-hunting skills that will help
them find employment in the civilian work force. The Facilitator Manual will:

1. Familiarize you with the TAP instructional materials
2. Reinforce your presentation and classroom management skills

3. Provide lesson plans to guide you in sequencing and structuring your
presentations.

Internet resources are available that will provide current and in-depth resources for your reference.
The facilitator website is available through the VETS office, and the participant website (called the
“"transition website" in the Participant Manual) is located at http://www/dol.gov/elaws/evets.htm

LESSON PLANS

The lesson plans will assist you in presenting the workshop. The first page of each lesson plan
lists the following information about the lesson:

» TAP Participant Manual section(s) to be used
* Amount of time recommended

* Transparencies to be used

* Learning objectives

You then will find suggested training activities to enhance your presentation and key points to be
covered in the lesson. Each subject includes space to add your own notes and ideas.

Note that you will frequently be asked to record information. Depending on availability of training
aids, you may record on a blank transparency, on chart paper or on a chalkboard.

Each lesson plan is followed by copies of the sections from the TAP Workshop Participant Manual
that are covered in the lesson. The TAP manual sections are copied on colored paper to
distinguish them from the lesson plan.
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At the end of each lesson plan, you will find masters of the transparencies you can copy and use in
presentations. Each master is coded in the lower right hand corner. For example:

T-13-3

transparency

section

to be shown third in sequence

Whether you are a new or experienced facilitator, you should study this entire manual. As you get
comfortable with the workshop, you will want to make changes to suit your own style. Strengthen
your presentations by keeping notes on what works best.

The lesson plans are generic. They were written to train groups of personnel at any rank, from any
branch of the service, with wide educational backgrounds, work skills and job interests. You should
modify the lessons to meet the needs of your audience. If possible, consider running separate
workshops for retirees and those who are separating because their interests are generally
different.

WORKSHOP AGENDA

A suggested agenda for a 3-day workshop follows. It lists the lesson plans from the Facilitator
Manual and the related sections from the Workshop Participant Manual, as well as the
approximate times you should allow for teaching each unit.

Keep in mind that these are suggested times. The time frame for each unit will vary depending on:
participants' needs, the number of participants, location, your expertise, etc. Some

TAP Workshops will spend 10 minutes on a topic that another site will spend 1 hour presenting.
The 3-day agenda can also be adjusted to be shorter or longer depending on your circumstances.
Some facilitators find it beneficial to bring in guest speakers or local experts to address topics
throughout the entire TAP Workshop.

The suggested daily agenda consists of 7 hours of facilitation, 1 hour for lunch and 2 fifteen-minute
breaks. These can be adjusted to meet your own requirements.

Only you and your supervisor can determine the amount of time necessary to conduct a
successful TAP Workshop at your site.
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INSTRUCTOR MANUAL

PARTICIPANT MANUAL

SUGGESTED
LESSON PLAN PA;‘#GE MANUAL SECTION PA;‘#GE TIME
ALLOWANCE
DAY ONE
WORKSHOP
INTRODUCTION INTRODUCTION 1/2 hour
1. PERSONAL _
APPRAISAL 17 1.1 Deal With Stress 2 1/2 hour
19 1.2 Create A Career Catalog 5
1 hour
21 1.3 Identify Strengths and Challenges 14
25 1.4 Analyze Your Skills 17
1.5 Determine Your Work Preferences 23
28
1 hour
29 1.6 Analyze Work-Related Values 26
2. CAREER 31 2.1 Career Research 28
EXPLORATION
1 hour
34 2.2 Assess Financial Needs 36
3.1 Set Goals 38
3. STRATEGIES FOR 35 3 hours
AN EFFECTIVE ;
JOB SEARCH 37 3.2 Get Organized 42
39 3.3 Approach the Job Search Process 43
41 3.4 Research Companies 46
42 3.5 Job Search Assistance 50
43 3.6 Job Search Online 53
44 3.7 Analyze Want Ads 55
45 -
3.8 Complete Application Forms 56
a7 3.9 Opportunities for Federal Civil 58

Service Employment
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INSTRUCTOR MANUAL PARTICIPANT MANUAL
PAGE PAGE SUGGESTED
LESSON PLAN 4 MANUAL SECTION 4 TIME
ALLOWANCE
DAY TWO
3. STRATEGIES FOR 49 I 3.10 Create an Effective Resume 65 3 1/2 hours
AN EFFECTIVE JOB
SEARCH (continued) ]
53 3.11 Write Cover Letters 101
57 4.1 gpéi:erzgand The Interview 108
1 1/2 hour
59 4.2 Take Employment Tests 110
4.3 Present Your 30-Second
61 Commercial 111
1 hour
4. INTERVIEWS 63 4.4 Prepare for Interviews 112
65 4.5 Dress for Success 115 | 1/2 hour
69 4.6 Sharpen Listening Skills 117
1/2 hour
71 4.7 Interpret Body Language 118
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INSTRUCTOR MANUAL

PARTICIPANT MANUAL

SUGGESTED
LESSON PLAN P:EGE MANUAL SECTION PA;;GE TIME
ALLOWANCE
DAY THREE
4 INTERVIEWS 73 4.8 Answer Questions 120
(continued)
76 4.9 Ask Questions During Interviews 128 13 nours
79 4.10 Follow Up After Interviews 131
82 4.11 Analyze Why You Did Not Get a 135
Job
5. REVIEWING JOB 83 5.1 Evaluate Job Offers 138
OFFERS 1/2 hour
85 5.2 Negotiate Job Offers 142
87 5.3 Communicate Your Decision To 146
The Employer
89 6.1 Department of Defense 152
6. SUPPORT AND 91 6.2 Department of Labor 154
ASSISTANCE
92 6.3 Department of Veterans Affairs 156 | 3 hours
93 I 6.4 Department of Transportation 158
94 6.5 Small Business Administration 159
Transition Quiz
Resume Quiz
APPENDIX 95 Master Application Worksheet 162 | 1/2 hour
TAP Seminar Critique Form
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SECTION: INTRODUCTION

SUGGESTED TIME: 1 HOUR

TRANSPARENCIES:

T-l-1 Welcome to the TAP Workshop
T-1-2 Workshop Administration
T-I-l3 Course Overview

PARTICIPANT OBJECTIVES:

This lesson will:

* Discuss how the course will help them make the transition from the military to
the civilian work world

* |dentify the sections in the TAP Manual that apply to each lesson
* Explain the expectations for participants

* Locate facilities such as meal sites, restrooms and smoking areas
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INTRODUCTION

1.

Informally welcome the group and set a
friendly and relaxed atmosphere.

Display T-I-1. Welcome the group and be sure
that all participants have seats, materials and
name tags. Complete any paper work required
for the course.

Introduce yourself, giving details about your
past experience and your current position that
will lend credibility to your position as a TAP
facilitator.

Break the class in groups of 3 people sitting
near one another. Give them 3 minutes to
answer the question: What is the most
important thing | expect to get from this
workshop? (usually appropriate with 30 or
fewer participants)

Call on people randomly to share their
expectations. Tell them to pass rather than
repeat the same expectation. Record on chart
paper or chalkboard. Discuss how the course
will or will not meet their expectations. Tell
them the answers to their question "What is in
it for me?"

Display T-I-2. Explain each item.

TAP WORKSHOP FACILITATOR MANUAL
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1. Break class into pairs. Give them 10
minutes to interview each other in order to
introduce their partner to the group. Call NOTES
time after 5 minutes and tell them to switch
roles.

2. Ask for three pairs to volunteer to come to
the front of the room and introduce their
partners. At the beginning of each new
session, have 3 more pairs do
introductions, until entire group has been
introduced. (Exercise most effective with 30
or fewer participants)

3. Instruct groups to quickly take the Transition
Quiz on page 160.

4. Discuss Transition Quiz. Use discussion
notes that follow to discuss each item.

5. Display T-I-3. Discuss the purpose and
need for each section.

KEY POINTS

The job search process is no longer a JOB
SEARCH process, but is, in fact, a sales
and marketing function. Look at yourselves
as a product and the potential employer as
a buyer. Even if you have a job lined up, or
if you plan to go to school, this workshop
will be useful in making decisions about
your future.

Courses of this kind are generally
expensive. Since the government provides
TAP at no charge, use this opportunity to
take advantage of the instructor’s
knowledge, the course materials and the
other participants experience to develop
your job search skills and to make your
transition out of the military easier.

Good jobs that provide satisfaction and
career potential are hard to find. Changes
have taken place in the world of work as
you have known it. It is evident that what
worked in time past is no longer viable and
without attending this workshop you would
be at a significant disadvantage. Looking
for work is a full time job. In the TAP Workshop you will begin to develop job search skills;
but the time, energy and hard work are up to you!

TAP WORKSHOP FACILITATOR MANUAL
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6. Summarize. Discuss how the course
empowers each individual to seek and find
a fulfilling job. Review your site-specific
agenda and include guest speakers.
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DISCUSSION NOTES: Transition Quiz

1. Given two qualified job applicants, employers will usually hire a veteran over a non-veteran.

False: Some employers believe myths like veterans are not profit oriented, can't take
responsibility, etc. Veterans do not have job preference in civilian employment, an employer
will hire the most qualified, or the person that best fits the position.

2. The same job you had in the service will pay up to twice as much in private industry.

False: The gross salary in a civilian job will often be somewhat lower due to changing
career fields and, often it will be reduced by deductions for insurance, retirement and local
taxes. In this TAP Workshop you will learn how to research salary ranges. If you are in a
technical job that matches a civilian occupation, you may hear industry recruiters or
employees make civilian employment sound better than it really is.

3. Military skills transfer to civilian jobs without additional training.

False: Most civilian employers will require additional training; in some cases, formal
classes will be needed, but usually on-the-job will do. The TAP Workshop will help you
develop skills to sell yourself — not just your skills.

4. There are many places you can go to get help in your transition to civilian life.

True: Most people do not know where they can go to get help with their transition. In this
TAP Workshop we will review the sources of assistance to you.

5. You can automatically enlist in the reserves after your release from active duty.
True: You may have to select a new MOS, but you can automatically enlist in the reserves.

6. Senior NCOs and officers can expect to qualify for management positions based on their military
experience.
True and False: While leadership positions in the military provide some of the
management skills required in civilian jobs, many employers will not understand the
similarities. The TAP Workshop will help you explain to employers how your military skills
transfer to civilian jobs.

7. You need to have a college degree for most well-paying jobs.
False: Many technical and crafts positions pay more than white-collar jobs. The more
training and experience and certification you have, the more likely you are to qualify for a job
that pays well. However, a degree is always desirable.

8. Civilian employers believe that members of the military do not deal with profit and loss.

True: Most employers do not understand that military personnel must deal with budget
limits just as civilians do.

TAP WORKSHOP FACILITATOR MANUAL
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9. The Department of Veterans Affairs pays for medical treatment for all veterans.

False: Medical care is provided only to a limited number of veterans. In this TAP Workshop,
we will cover the benefits available to veterans.

10. Many employers believe that members of the military do not work hard.

True: The Gomer Pyle and Beetle Bailey image of the military goofing off is common
among employers and civilian supervisors.

11. Most employers have had enough military experience to be able to understand military
language.

False: Most civilians, particularly those under forty, have had little or no experience with the
military. Those who have been exposed to military language no longer use it and may
resent your using it.

12. Civilian life style is pretty much like peacetime military life style, so little adjustment should be
necessary.

False: Your day-to-day life will be quite different as a civilian, regardless of how civilianized
you tried to remain while in the military. The TAP Workshop explores some of the
differences.

13. Most employers are skilled at selecting new employees.

False: Many people who are responsible for hiring are inexperienced at interviewing. The
TAP Workshop will help you develop interview skills that can win you points in a job
interview.

14. You may have to overcome an employer’s negative reaction to veterans in order to get a job.

True: The TAP Workshop will give you some tips for selling yourself that will help break
down some negative stereotypes and highlight the positive aspects about being a veteran.

15. Veterans must build a network of job contacts as part of their job search.

True: Non-veterans have had time to build such a network that helps them in finding a job.
You must work at establishing a network.

16. Collecting unemployment compensation can hurt your pride and self-respect.

True: Many people feel a sense of defeat because they must depend on unemployment
insurance in place of a regular job. The TAP Workshop can help you shorten the length of
time you are unemployed.

17. Change in life-style always causes stress in human beings.

True: Studies show this to be true even if the individual sees the change as positive; it can
still cause stress.

TAP WORKSHOP FACILITATOR MANUAL
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18. Military retirees require lower wages than civilians because of their retirement income and
benefits.

True: This may be true, and therefore many employers offer lower pay
as a result.

19. The higher your military rank the more respect you will receive from civilians when you leave
the service.

False: In fact, you will probably meet civilians who resent your rank. You will definitely have
to get used to more informal interactions at work, like being called by your first name.

20. After military service, you may have to take a lower level job than someone
your age who has not been in the service.

True: Your school classmates who have been working in civilian jobs while you served in
the armed forces may have built experience and seniority that you will have to earn. Your
military skills may help offset at least part of this disadvantage.

21. Ten hours per week can be considered a full-time job search after you leave the service.
False: A job search, like any full-time job, requires 30 to 40 hours per week.

22. Getting together the necessary records and information at the beginning of the job search will
save time later.

True: Having all of the documents you need is essential to a good job search. The TAP
Workshop will show you what information you will need.

23. Setting goals too soon before leaving the military might limit future possibilities.

False: Goals can be changed, but if you don’t have a starting point set, you have nothing to
change. As they say, “If you don’t know where you'’re going, you are likely to wind up
someplace else.”

24. Incomplete application forms will not be seriously considered by a prospective employer.

True: They have too many complete and well-written applications to bother with poor ones.
Application forms are used to screen people out, not in.

25. A good resume can get you a job.

False: A good resume might get you an interview, but you have to sell yourself in the
interview to get a job.

26. There is really no way to prepare for job interviews because they are all different.

False: You can greatly improve your chances of success in an interview by learning how to
prepare and practice.
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27. The way you look and dress is very important to a job interviewer.

True: Many qualified applicants do not get a job because of their appearance. In the TAP
Workshop we will discuss clothing, grooming and attitudes that will help you create a good
impression in a job interview.

28. In a job interview, you should always address the interviewer as “sir” or “ma’am” just as you do
in the military.
False: Although you should show respect, overuse of formal titles is inappropriate in the
civilian work world. In this workshop we will discuss proper forms of address.

29. If it helps you to relax, it is "OK" to smoke during a job interview.

False: Even if the interviewer says you may smoke, it is not a good idea to
do so during an interview.

30. If you get turned down for a job for which you are qualified, it is usually your own fault.

False: When you are turned down for a job you should not take it as a personal rejection.
The reason that you were turned down may, in fact, not have anything to do with you.
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