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introduction

Y our military duty has ended, or is about to end, and you’re ready to step 

into a civilian job market. First, be confident that no matter what branch 

you served with, your military experience is going to be a great asset as 

you search for employment. Many employers will value not only your service, but 

qualities such as loyalty, professionalism, and integrity. 

This guide will help you by providing answers and insight to your civilian job 

search questions. 

The fine print: 

Some of the suggestions here may seem obvious, but résumé and job-search 

mistakes can happen at all professional levels. Taking the time to review this guide 

will help you avoid blunders and make your search a success.

your military background and Kelly services® 

Kelly has been providing global staffing solutions for more than 65 years. We work 

with 99 percent of the Fortune 100TM. We help great companies find great talent—

and we are proud of our partnerships with military organizations. 

Our key partnerships enhance our ability to match the talented men and women of 

the military—and their spouses—with the perfect employment opportunity. Working 

with both businesses and job seekers, we have come to appreciate the same 

characteristics valued by the military, such as:

Trustworthiness  |  Leadership  |  Commitment  |  Integrity

As a member—or former member—of the U.S. military, we invite you to make use 

of all of our career reference ebooks, such as Clean up your Digital Dirt, Build your 

Digital Portfolio, or Find the Best Recruiter for you. You can find these ebooks and 

more at the Careers section of kellyservices.us, located under Candidate Resource 

Center/Job Search Strategies.

Kelly has great contract, contract-to-hire, and direct-hire opportunities for active and 

transitioning military and their spouses. You can search the Kelly Career Network for 

jobs, and reach out anytime to a local Kelly recruiter. 
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As a current or former member of the military, you are highly marketable in today’s 

civilian job market. The attributes you honed during your time in the service are 

qualities that employers are seeking—qualities that will set you apart from other 

competitors. Be confident that your military experience is meaningful, and that many 

businesses will work hard to find a place for you on their team.

findinG JoB 
oPPortunities1
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findinG JoB oPPortunities

Focus on your transferrable skills

Before you begin your job search, be sure to spend time translating your military 

training and skills to the civilian equivalent found in job descriptions. You’ll find more 

specific information on how to achieve this, along with helpful tools, on page 13.

skill gap?

Many organizations offer continuing education opportunities, certification programs, 

and tuition reimbursement that may help enhance your military background as you 

prepare to enter the civilian job market.

job portals

There are numerous portals where you can gain new insights, get great career 

information, and search for job openings; here are a few we recommend:

•	 Hero2Hired:	https://h2h.jobs/

•	 CareerBuilder® www.careerbuilder.com

•	 RecruitMilitary® http://recruitmilitary.com/?gclid=CJeTkOfsrLcCFYc7MgodjhMACg

•	 MilitaryHireTM http://www.militaryhire.com/

•	 Military	One	Source		https://msepjobs.militaryonesource.mil/

•	 Kelly	Career	Network® kellycareernetwork.com

1
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First, be prepared
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1findinG JoB oPPortunities

Networking opens doors

•	 	Share	the	wealth. Networking goes beyond your immediate job search needs; 

networking is a sharing of ideas, knowledge, and connections. Consider reaching 

out to your past or present commanding officers, direct military leadership, and 

fellow soldiers. There may be opportunities in the future—while in a civilian 

employment market—to share information and to assist each other with job 

leads, introductions, and references. 

•	 	Get	social. Social networking is a major force among professionals. Join the 

networks that are most relevant to you, develop a strong profile that highlights 

your skills and experience, and include a professional photo. Regularly monitor 

your profiles and reply promptly when someone reaches out to you.

•	 	Be	genuine. Mention the names of people who referred you. Take the time to 

get to know your new contact’s background, knowledge, and expertise. Showing 

interest in others will make them interested in you. 

•	 	Explore	every	angle. People have different styles of networking. Use what’s best 

for you, but get out of your comfort zone, too. Don’t be afraid to reach out to 

circles of friends, colleagues, social networks, and professional organizations alike.

•	 	OMG!	Don’t	4get	2	B	professional! Avoid using texting lingo, slang, symbols, 

and abbreviations in your online communication with contacts. Write as if you 

are speaking to the person face-to-face. This is a simple and effective way to 

convey professionalism.

•	 	Bring	your	A-game. Make sure your career portfolio is up to date. That 

includes your most recent résumé, online career profiles, talking points, and 

contact information. 

•	 	Plan	ahead. Don’t waste your contact’s valuable time. If you are serious about 

a career change, make your intentions known early on. Telling your contact that 

you are just “thinking” about a change might not be enough to motivate them to 

help you. 

•	 	Follow	up. It’s your responsibility to follow up on leads. Should anything turn into 

a new job, remember to send your contact a thank you note. It’s a professional 

courtesy that may help you even more down the road.
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SOciAl	MEDiA	iS	A	BiG	DEAl	tODAy.	

In	the	job	search	process,	social	media	can	help	you	connect	with	HR	professionals	and	

hiring managers and ultimately lead to career or internship opportunities at a wide range of 

companies. But social media can also be damaging if your profiles are not professional and 

geared toward the opportunities you wish to be considered for.

The following guidelines will help you make the most of social media in your job search.

how to leveraGe 
social media2
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social media

Remember: 

•	 	Your	public	profiles	should	be	professional	in	nature.	First	impressions	may	start	

way before the first handshake. A future employer may want to interview you at 

first, but decide not to move forward after reading your profile or online content.  

•	 	Pictures	should	always	be	professional.	Companies	refer	to	social	media	as	a	way	

to get to know their prospective employees before meeting them. It’s a good 

idea to have consistent professional images across all of your social pages (e.g., 

Facebook®, LinkedIn®, Twitter®).

•	 	Your	online	content	can	leave	a	good	or	bad	impression.	Always	be	mindful	of	

what you post and how it may come across. 

•	 	Whenever	you	use	a	social	network	for	career	opportunities,	visit	that	social	

network’s “help” section for recommended tips and tools. This can really help 

you leverage the site to your advantage.

2
According to the 2013 Social Recruiting 

Survey from Jobvite®, 94 percent of 

recruiters use, or plan to use, social 

media in their recruitment efforts.
|

Proceed with caution
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L inkedIn is the main social media source for career opportunities. Your profile 

should always be up-to-date, and should highlight your skills and talent. 

Include a well-written summary that describes your experience, interests, and 

career goals. Doing so will increase your chances of connecting with the right people 

and the right opportunities. After all, your profile could potentially be viewed through 

the millions of searches on leading search engines. And according to LinkedIn, users 

with complete profiles are 40 times more likely to receive job opportunities!

After creating a LinkedIn account, search for and join groups, such as Veterans 

Hired,	Veteran	Job	Opportunities,	or	Military	Network.

Facebook is the site that potential employers will most likely visit before inviting 

you for an interview. As mentioned earlier, keep your Facebook page—including 

pictures—professional. Facebook is also a great source of information for job 

seekers. You can “like” companies that you are interested in, follow their posts, and 

even inquire about open positions that meet your skill set.

Twitter	is	a	useful	tool	as	well.	Here	are	some	tips	to	help	you	leverage	Twitter	for	

career opportunities:

•	 	Put	a	brief	but	powerful	statement	in	your	personal	bio.	If	there’s	an	industry	or	

career you are passionate about, let that show. 

•	 	Use	a	professional	picture.	

•	 	Have	a	custom	background	that	will	give	you	a	more	professional	look	or	

highlight your qualifications. 

•	 	Include	a	link	to	your	online	résumé.

•	 	Follow	experts	in	your	industry	on	Twitter.	Tools	like twellow.com can help. Also, 

follow companies you may be interested in working with.

•	 	Establish	yourself	as	an	expert	in	your	industry.	Use	your	status	updates	to	tweet	

about industry topics, tips, advice, etc. You don’t have to create all the content; 

you just need to be viewed as someone who is “in the know.” 

•	 	Get	targeted	job	tweets	sent	to	your	Twitter	feed	or	cell	phone.

social media

Use it wisely

Be sure to post your updated résumé on your social media sites (especially 

LinkedIn) and let your network know that you are searching for employment. 

Ask your contacts to share your résumé with the HR team where they work.

2

|
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Your last experience with a recruiter may have been when you enlisted into military service. 

In joining the civilian workforce, leveraging the industry knowledge and network of recruiters 

can be a critical component of your job search. A professional recruiter can offer career advice, 

inside knowledge of your target industry or company, compensation guidance, and “culture 

fit” insight into prospective employers.

understandinG 
the recruiter 
relationshiP3
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understandinG the recruiter relationshiP

benefit from inside knowledge

•	 	Start	out	on	the	right	foot. Your recruiter needs to feel good about representing 

you, so make the most of your initial meeting. Be sure to present yourself to a 

recruiter just as you would during a job interview.

•	 	Be	honest. Don’t hesitate to be open with your recruiter. Share your career goals, 

personal needs, and salary requirements so that your recruiter can feel confident 

in presenting you to employers. And, tell a recruiter if you’re working with other 

recruiters simultaneously. It’s perfectly acceptable for job seekers to work with 

more than one recruiter. 

•	 	Have	patience. The best results often take time, even for recruiters. Sometimes, 

the perfect job may not be available immediately. Remember that your recruiter 

is working on your behalf and will know when an opportunity is right. 

•	 	Remember	that	recruiters	are	in	the	know. Recruiters often have access to jobs 

that are not posted elsewhere. Sometimes working with a recruiter may be the 

best way to get your foot in the door.

•	 	communicate. If you line up your own interview with an employer, be sure to let 

your recruiter know. An open, honest dialogue will help you and your recruiter 

maintain a positive relationship.

•	 	Make	referrals. If appropriate, connect your recruiter with qualified friends and 

colleagues who are looking for work. This will strengthen your relationship with 

your recruiter, while making yourself a valuable resource to other job seekers.

3

INTRODUCTION 01  
FINDINg jOb 
OPPORTUNITIes

02  
HOW TO 
leVeRage
sOCIal meDIa

03  
UNDeRsTaNDINg 
THe ReCRUITeR 
RelaTIONsHIP

04  
ImPRess WITH 
yOUR RésUmé

05  
THe eFFeCTIVe 
COVeR leTTeR

06  
NaIlINg THe 
INTeRVIeW

07  
FOllOWINg UP

08  
PRePaRINg FOR 
aN OFFeR

09  
WHeRe Kelly 
COmes IN



If you’ve been in the military and are transitioning to a civilian job, you’ll need to prepare a 

civilian résumé that clearly shows how your military experience translates into the skills and 

experience needed to take on the position you are seeking. There are multiple styles and 

formats for a résumé, but the ultimate goal is to show your potential employer that you will 

be a great person to hire.

Consider the following guidelines.

imPress with 
your résumé4
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imPress with your résumé 4Military-specific	résumé	advice

Translate your mOs into a powerful civilian résumé

Online tools, such as the ones found at https://www.resumeengine.org/ and 

http://www.military.com/veteran-jobs/skills-translator/ provide a service known as 

résumé mapping. In other words, you can translate your military service record and 

experience into a résumé that’s relevant for a civilian career. With résumé mapping, 

you can talk in the language of recruiters and hiring managers and hope for a 

greater chance for success—while helping potential employers see what a valuable 

employee you will be to their organization. The data used in many online résumé 

mapping tools reflects input from many high-level human resource professionals.

Don’t	downplay	your	military	experience

On the contrary, your military experience can be a definite asset when seeking a 

civilian	job.	Employers	hold	this	time	of	service	in	great	esteem.	That	said,	it’s	still	

important to help potential employers understand how your military experience 

translates to the assets you can bring to their organization. Use your résumé to 

highlight the significance of your military experience and training along with the 

value you bring to their table.

look at your résumé through a civilian perspective

Many ex-military job seekers struggle with the knowledge that their military 

distinctions, training, and awards do not automatically translate outside the military. 

Understand that the significance of these achievements cannot be diminished 

simply because you do not add them to your résumé. It may be appropriate to 

incorporate a military distinction into your résumé in a way that a civilian employer 

will comprehend—especially if you feel it is applicable to the position you’re 

applying for. 

minimize combat details

It might be difficult to compartmentalize your combat duty, but this part of your 

military experience is best left off of your résumé, and should not be part of your 

hiring discussions. 

Be	flexible	and	adaptable

Just as every job seeker needs to do, accept that your résumé may need continual 

editing and rewriting to achieve an optimal response rate. Send it to people you 

trust to give you feedback, and then be open to improving your résumé—you may 

even adapt it for each job you are applying for, along with adapting your cover letter.Remember, many hiring managers will automatically assume you possess 

attributes such as leadership, trustworthiness, honesty, dedication, and a 

positive attitude. Be sure to allow these qualities to be evident during your 

interview and hiring process—as well as after you begin your new job.
|
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imPress with your résumé 4general résumé overview

•	 	Position	yourself. Including an “objective” statement on your résumé is 

outdated. Instead, use a strong positioning statement to show employers what 

you	have	to	offer.	For	example,	“Highly	accomplished	technology	expert	with	

more than 10 years of experience in developing and carrying out classified 

communications directives.”

•	 	Get	organized.	Use simple categories to organize your résumé, such as 

“Professional	Experience,”	“Education,”	“Certifications,”	“Associations.”

•	 	Be	relevant. List your experience and dates of employment in reverse 

chronological order going back 10 years. Include more dated positions only when 

they may be critical in helping you obtain a certain position.

•	 	Be	positive. Never include negative information on your military experience, 

and never give your reason for leaving. 

•	 	Showcase	your	accomplishments. Use bullet points to succinctly summarize your 

daily tasks. Keep descriptions short and avoid acronyms. 

•	 	incorporate	measurable	results.	A great way to sell your past experience is to make 

sure the accomplishments you list on your résumé are specific and measurable.

•	 	Speak	civilian. The military uses acronyms, words, and phrases that are not 

common to conversational—or even formal—language usage. Remember to 

construct your résumé in a way that non-military employers, hiring managers, and 

HR	representatives	will	be	able	to	understand.

•	 	Use	action	words. Make use of action words, or verbs (e.g., developed, 

established, managed), which suggest power. Omit personal pronouns. For 

example, use “Accomplished …” rather than “I accomplished …”

•	 	Keep	it	simple.	Stick with a clean, simple, and professional look. Avoid multiple 

fonts, font sizes, and complicated formatting. Limit your résumé to two pages 

and use white or off-white paper. 
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imPress with your résumé 4general résumé overview

•	 	list	education,	certifications,	and	associations	last. This information is 

important, but not more important than direct experience. Skip personal 

information such as hobbies or awards that have no professional relevance.

•	 	Go	electronic.	Employers	may	request	your	résumé	in	several	different	formats.	

Although most companies will accept Microsoft® Word or PDF versions, it’s good 

practice to have a plain text (TXT or RTF) version on hand for job posting purposes.

•	 	include	keywords.	Your résumé may be placed in keyword-searchable databases 

that use software to locate specific keywords. Always include keywords related to 

your expertise and incorporate keywords that are repeatedly mentioned in a job 

title or description.

•	 	Proofread. Read your résumé multiple times. Then, have a friend review it for 

mistakes	you	may	have	missed.	Even	one	misspelled	word	can	ruin	your	chances	

of getting an interview.

•	 	Be	truthful. False or misstated information can quickly cost you a job opportunity.
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A cover letter is often the first opportunity to set yourself apart from other applicants. This is the 

time to set the stage and communicate your unique position as a candidate who has military 

experience and is looking to transition into a civilian career.

Use the following template to help you write an effective cover letter intro, main body, and closing. 

the effective 
cover letter5
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the effective cover letter

Cover letter format

Your name 

Mailing address 

City, State, and ZIP Code 

Telephone number(s) 

Email	address

Today’s date

Addressee’s name 

Professional title 

Organization name 

Mailing address 

City, State, and ZIP Code 

Dear Mr. (or Ms.) last name,

beginning: Begin with a statement that establishes a connection with your reader, a 

probing question, or a notable quote. Briefly say what job you are applying for.

body: The body should be one to two short paragraphs that make relevant points about 

your qualifications. Do not summarize your résumé! Choose some qualifications that really 

target the position you are interested in, but fight the tendency to oversell at this point.

Closing: Your closing should initiate action by explaining what you will do next (e.g., call 

the employer) or instigate the reader to contact you to set up an interview. Always close 

by showing appreciation.

Sincerely yours,

Your signature (handwritten) 

Your name (typed)

Enclosure:	Résumé
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John Smith
123 Any Street
Anytown, AT 12345 
123-456-7890 
jsmith@anymail.com

Today’s date

Jane Smith 
CEO
Any Company, Inc.
123 Any Street
Anytown, AT 12345

Dear Ms. Smith:

I read with interest your requirements for an account supervisor. I am interested in working for a 
dynamic and fast growing firm such as yours and have noted your progress since your company 
started in 2001.

While serving in the United States Air Force, my squadron was directly responsible for the 
maintenance, repair, and overhaul of a myriad of Air Force and Navy airborne accessory 
components—along with the development and sustainment of a diverse portfolio of operational 
flight programs, test program sets, automatic test equipment, and industrial automation software.

The attached résumé briefly outlines my experience and accomplishments. If it appears that my 
qualifications meet your current needs, I would be happy to further discuss my background in a 
meeting with you. I will be contacting you the week of September 1 to follow up and schedule a 
personal interview.

Sincerely yours,

John Smith

Enclosure: Résumé

HOme CONTeNTs

the effective 
cover letter

sample cover letter 5
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No matter how impressive your résumé is, a great interview can increase 

your chance of landing the job, and is the best time to seal the deal.

The following points are key elements of a great interview.

nailinG the 
interview6
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•	 	Know	your	résumé. Be ready to verbally walk interviewers through your 

résumé. An interviewer may expect you to give a clear and succinct overview 

of each section.

•	 	Understand how your skill set relates to the position. Interviewers want to 

understand how your experience will translate into their companies’ environment, 

so be prepared to give examples.

•	 	Play	to	your	strengths. Identify areas where you can offer the most value.

•	 	Don’t	ignore	your	shortcomings.	If you have weaknesses, turn them into 

advantages. Be sure to explain how you can use a weakness to improve your 

current skill set. And, describe a situation in which you overcame this weakness 

in the past.

•	 	Give	examples. Be prepared to describe specific situations in which you made a 

real impact. Think of a time when your contributions made a real difference.

•	 	Expand	on	your	résumé. Use the interview to expand upon your accomplishments. 

Or, share new accomplishments that aren’t highlighted on your résumé.

•	 	Share	your	goals. Talk about your short-term and long-term career goals. 

Interviewers want to know you’re career minded and not just looking for a job.

nailinG the interview

at ease, soldier 6
At ease soldier—you’re no longer in the service, and it’s important to appear 

relaxed during your interview. Remember that you do not report to anyone that 

you are meeting with. Be professional and buttoned up, but avoid appearing 

rigid or inflexible.
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•	 	Research	the	company,	industry,	and	position. This shows that you’re prepared 

and serious about the job. A company’s website will often include information 

on the history of the organization as well as its vision, mission, and goals. If the 

company is publicly traded, its annual reports can provide an overview of its 

products, services, and finances. 

•	 	Explain	how	you	can	contribute. The question on every interviewer’s mind 

is,	“What	can	you	do	for	us?”	Give	specific	examples	of	how	you	can	help	the	

company meet its mission, goals, and objectives.

•	 	Understand	the	organizational	structure. And, how this position fits into that 

structure. This will help you form relevant questions about your career path while 

demonstrating your interest in the job. 

•	 	Know	the	company’s	competition. Understanding the competition, and  

how the company differs from others, demonstrates your interest in the 

industry and marketplace.

•	 	Make	your	interest	known.	Tell the interviewer specifically why this particular 

position, company, and industry appeals to you.

nailinG the interview

Do your homework 6
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Below are some sample work-related	questions:

•	 	What	are	your	long-term/short-term	career	goals?

•	 	What	are	the	most	important	qualities	you	look	for	in	a	company,	

position, and manager? Why are they important?

•	 	Why	are	you	seeking	a	career	change?

•	 	Describe	one	of	your	greatest	accomplishments.

•	 	Do	you	prefer	a	slow-	or	fast-paced	environment?

•	 	Would	you	rather	be	part	of	a	group	or	lead?

•	 	How	do	you	work	under	pressure?

•	 	How	would	co-workers	describe	your	strengths	and	weaknesses?

•	 	What	professional	skills	are	you	currently	working	to	improve?

•	 	Describe	how	others	perceive	you	as	a	manager.

•	 	Describe	how	you	meet	deadlines	and	goals.	

•	 	What	are	the	keys	to	successful	business	relationships?

•	 	What	was	your	biggest	challenge	in	a	previous	position?

•	 	What	is	missing	in	your	current	role?

HOme CONTeNTs

T he interviewer will ask work- and behavior-based questions about your past 

employment, your current position and responsibilities, and your long-term 

career goals. Respond truthfully, and with an upbeat, confident tone. Avoid 

negative answers and instead emphasize the positive. Focus on your professional 

accomplishments, and make your answers concise but informative. Be sure not to 

go off topic or discuss your personal life. 

Note: Remember that all the questions in this section are only samples, and 

variations	will	occur	in	the	interview.	However,	you	should	expect	that	at	least	three	

questions from each category will be asked during the interview process.

nailinG the interview

All	the	right	questions 6
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 Below are some sample behavior-based	questions:

•	 	Tell	me	about	a	situation	in	which	you	had	to	make	a	quick	decision.

•	 	Describe	how	you’ve	led	a	cross-functional	team.	What	were	the	results?

•	 	Describe	a	difficult	situation	and	the	outcome.

•	 	Tell	me	about	the	best	decision	you	made.

•	 	How	do	you	make	sure	you	would	understand	a	customer’s	needs?

•	 	Tell	me	about	a	time	when	you	went	the	extra	mile	to	support	your	team	and	

explain how you did it.

•	 	Describe	a	time	when	you	were	involved	in	a	stressful	situation,	but	still	got	the	

job done.

•	 	Tell	me	about	a	time	when	you	had	to	deal	with	conflict	with	a	team	member.

•	 	Tell	me	about	a	time	when	you	had	to	show	leadership	among	your	peers/team.

Employers frequently use behavior-based questions to gauge an employee’s 

past behavior and future performance. All answers to behavior-based 

questions should follow this structure: first describe the situation, explain 

what you did to impact the situation, then highlight the end results. Interviewers 

may not always be looking for a success story. If you’re asked about a situation that 

went wrong, describe how you dealt with it, what you learned, and what steps you 

took to create a positive outcome.

nailinG the interview

Behavior-based	questions 6
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•	 	What	is	the	culture	of	the	department,	and	what	types	of	personalities	work	well	

within it?

•	 	How	do	your	direct	reports	perceive	your	management	style?

Position-focused:

•	 	Describe	a	typical	day.

•	 	What	characteristics	would	the	ideal	candidate	for	this	position	possess?

•	 	How	is	performance	measured?

•	 	What	are	the	goals	for	this	position?

•	 	How	important	does	management	consider	this	position?	Where	does	it	fit	in	

with the priorities set for the organization as a whole?

•	 	Who	has	been	the	best	at	this	position	and	why?

•	 	What	areas	of	my	background	can	I	further	clarify	for	you?

•	 	How	do	you	feel	my	experience	and	personality	would	fit	in	this	position?

•	 	What’s	the	next	step?

I t’s just as important to ask questions as it is to answer them during a job 

interview. By asking informed questions, you show the interviewer that you 

have a strong, proactive interest in the company and the position. Following are 

some of the questions you could ask:

company-focused:

•	 	How	would	you	describe	the	culture?

•	 	Where	do	you	see	the	company	among	the	competition?

•	 	What’s	the	management	style?

•	 	Who	thrives	in	this	type	of	work	environment?

•	 	What	makes	you	want	to	work	here?

•	 	What	are	the	pros	and	cons	of	the	company?			

Department-focused:

•	 	Where	does	this	position	fit	in	the	organizational	structure?

•	 	What	concerns	are	currently	facing	this	department?

•	 	Who	would	I	be	interacting	with	most	in	this	position,	and	what	are	those	

individuals like?

nailinG the interview

Questions for the employer 6
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•	 	Print	reference	documents. During a phone interview, it’s perfectly acceptable 

to have printed documents to refer to. Be sure to print your résumé, questions 

for the interviewer, and a list of your accomplishments. These documents will 

provide you with a point of reference throughout the interview.

•	 	Eliminate	distractions.	Make sure the environment in your home or office is 

clear of people and unnecessary noise. 

•	 	Show	enthusiasm.	The first 15 seconds of a phone interview are critical and the way 

you answer the phone is important. Speak clearly, distinctly, and with confidence. 

•	 	Establish	a	connection. Ask about the interviewer’s experience with the 

company or mention something you have read about the company.

•	 	confirm	information. At the close of the interview, be sure to confirm the 

interviewer’s title, name spelling, and street or email address. Then, use this 

information to send a thank you note or email.

B efore an in-person interview, you may be asked to complete a phone 

interview. Phone interviews are similar to in-person interviews, but they are 

also a unique opportunity that can give you an advantage prior to meeting 

an employer. Take the following suggestions into consideration to help you prepare 

for a phone interview.

nailinG the interview

Phoning it in 6
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nailinG the interview

Coming to a close

T he last impression you make is just as important as the first. The end of 

the interview is your final chance to let the employer know that you’re the 

best person for the job. Tell the interviewer that you feel positive about 

the position and about working for the company. Ask how you compare to other 

qualified candidates and whether you can share any additional information about 

yourself.	Express	appreciation	for	the	opportunity	to	interview.	Finally,	thank	the	

interviewer for their time and ask about next steps, including when you can expect 

to hear back, and who to contact for updates.

additional considerations

Certain aspects of an interview may not have much to do with your qualifications, 

but will still speak volumes about the kind of employee you are. Consider the 

following tips to make a good impression from start to finish:

interview	etiquette

•	 	Don’t	be	late. Factor in extra time for traffic and parking, and try to arrive about 

10 minutes early.

•	 	Don’t	use	your	cell	phone. Turn it completely off, or leave it in your car.

•	 	leave	food	items	at	home. This includes coffee and gum. Bringing these items 

into an interview is considered unprofessional.

•	 	treat	everyone	you	meet	as	if	they	were	the	interviewer. This shows your 

ability to respect everyone at the company.

•	 	Don’t	be	fooled	by	a	casual	setting. You’re always interviewing, no matter who 

you’re talking to or where you are. Always stay professional!

•	 	Don’t	read	directly	from	your	résumé. An interviewer will expect you to 

succinctly summarize your experience, without relying on your résumé for help.

•	 	Save	the	money	conversation	for	later. Bringing up money during an interview 

can send the wrong message. Wait to discuss salary and benefits until the 

employer brings it up.

•	 	Reiterate	your	interest. Towards the end of the interview, remind the 

interviewer of your interest and ask about next steps.

•	 	Say	thank	you.	Show your appreciation for the opportunity, and tell the 

interviewer you look forward to speaking to them again.

6
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Non-verbal	communication

•	 	Dress	the	part. Professional dress is always appropriate, whether you’re 

interviewing at a large corporation or a small agency. Keep accessories, makeup, 

and cologne to a minimum.

•	 	take	notes. Document important information that the interviewer shares. This 

demonstrates that you take the interview seriously.

•	 	Give	a	firm	handshake. It shows self-confidence.

•	 	Maintain	eye	contact. A lack of eye contact can indicate insecurity.

•	 	Be	positive. Focus on using a positive tone of voice and facial expressions. 

Keep your voice strong, steady, and confident, and maintain a calm and 

composed appearance.

•	 	Avoid	overconfidence. Keep a careful balance between confidence and respect. 

Interviewers are looking for a team player, not a self-promoter.

Verbal communication

•	 	Use	correct	pronunciation. If an interviewer has a difficult-to-pronounce name, 

be sure to practice ahead of time. Or, ask for clarification at the beginning of 

the interview.

•	 	listen	carefully. Allow the interviewer to finish speaking before you respond. 

And, don’t be afraid to ask for clarification if you don’t understand a question.

•	 	Respond	concisely. Don’t ramble or veer off topic. 

•	 	Pay	attention	to	non-verbal	cues. Be attuned to the interviewer’s body 

language and expressions and adjust your responses accordingly. But, never be 

tentative about sharing your skills and abilities.

•	 	Avoid	inappropriate	language. Cursing or using slang can cause an interview to 

end quickly.

•	 	Don’t	be	negative. Never share negative information about previous employers 

or co-workers. Doing so communicates that you are more likely to complain than 

to try to fix problems.

nailinG the interview

Coming to a close 6

Being professional, respectful, and punctual won’t be problematic for you 

with your training. And while your military bearing will always be part of your 

demeanor, it’s important to stay relaxed when it comes to verbal and non-

verbal communication during your interview.
|
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a letter of recommendation can be used in several ways:

•	 	Hand	it	to	the	interviewer	at	the	close	of	a	meeting,	as	further	reinforcement	of	

your qualifications, and your desire for the position.

•	 Send	it	manually	or	electronically	as	an	attachment	to	a	thank	you	note.

•	 Use	it	upon	request	for	references.

A letter of recommendation can be a useful tool along with your résumé and 

cover letter. Ask your former commander or leader to write a letter of 

 recommendation for you—even if they are not currently in the military.

nailinG the interview

letter of recommendation 6
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Your work isn’t done when the interview ends. Take the following 

actions within a day to establish yourself as a front-runner. 

followinG uP7
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conduct	a	self-assessment

Think about how the interview went. Focus on your own impressions, and don’t try 

to guess what the interviewer thought. Ask yourself the following questions:

•	 	What	were	your	strong	points?

•	 	Where	did	you	fall	short?

•	 	How	does	the	opportunity	fit	in	with	your	career	goals?

•	 	What	did	you	like	or	dislike	about	the	opportunity,	the	company,	and	the	people?

•	 	Now	that	the	interview	is	over,	are	you	still	interested	in	the	opportunity?

•	 	How	does	the	opportunity	compare	with	others	that	you	are	considering?

followinG uP

interview	follow-up

Following up with your interviewer is a critical step that can make a big difference.

•	 	Send	an	email,	letter,	or	note	to	each	interviewer	to	thank	them	for	their	time	

and reiterate your interest in the position. Your communication should strike a 

balance between gratitude and self-promotion. Briefly summarize your strengths, 

explaining why your skills are a good fit for the position, and what you can do to 

help the company. Be sure to review your communication for errors, and have a 

friend proofread it as well. If you need additional help, refer to the sample letter 

provided on the next page.

•	 	In	individual	correspondences,	emphasize	one	element	of	your	conversation	with	

the recipient. This will help you stand out among other candidates.

•	 	Call	your	recruiter	to	share	your	feedback.	This	information	will	help	your	

recruiter present you to the employer in the best possible manner.

7
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Today’s date

Jane Smith 
CEO 
Any Company, Inc. 
123 Any Street 
Anytown, AT 12345

RE: Interview Follow-Up

 
Dear Ms. Smith:

Please allow me to thank you for my interview on November 11.

During my interview, I discovered Any Company’s unique mission, culture, and 
impressive accomplishments. I feel privileged to have had this opportunity to 
be considered, and look forward to learning even more about Any Company, the 
interactive marketing account management opportunity, and you.

Given my unique experience and qualifications, I am excited about the prospect of 
a career at Any Company. If I can facilitate your decision-making with additional 
information, then I would certainly welcome the opportunity to meet with you again.

Many thanks and sincerest regards,

 
John Smith

HOme CONTeNTs

followinG uP

Sample	follow-up	letter 7
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If your interview went well, you could soon receive an offer of employment. 

You have the option to accept, reject, or negotiate. 

Preparing ahead will help you make a decision based on all the available 

information. Consider the following questions to make sure you’ve fully 

evaluated the entire opportunity.

PreParinG 
for an offer8
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T he following key questions will help you evaluate how well the opportunity 

fits you—and ultimately, whether you think this opportunity will have a 

positive impact on your career.

•	 	Think	about	what	you	need,	expect,	and	desire	from	your	next	position.	Does	

this opportunity (company, people, position, compensation, etc.) satisfy your 

needs and provide what you wanted?

•	 	How	does	this	position	fit	with	your	goals?	Think	about	where	you	might	end	up	

three to five years from now if you were to take the position.

•	 	Would	you	feel	proud	to	work	for	this	company?	Is	it	financially	stable?

•	 	Does	the	corporate	culture	match	your	own	values,	attitudes,	and	goals?

•	 	Do	you	like	the	people	you	would	work	for	and	with?	Would	they	positively	

influence your skill set and career?

PreParinG for an offer

•	 	How	do	the	position’s	non-monetary	benefits	compare	to	those	at	your	current	

job and those at other companies you may be considering?

•	 	Have	you	spoken	with	friends,	family,	or	colleagues	to	gain	additional	insight?	

Sometimes, hearing other perspectives can help you make a decision.

•	 	How	does	this	entire	opportunity	(company,	people,	position,	etc.)	compare	with	

other opportunities you may be considering?

•	 	Make	sure	you	have	all	the	information	you	need	in	order	to	make	your	best	

decision. What do you need to know that you didn’t know before an offer of 

employment is extended? Don’t let the offer reach the salary stage if you know 

you will decline it based on other important factors.

•	 	Simply	know	that	if	you	are	clear	with	what	you	need	and	want	in	advance,	you	

may find it in the first opportunity you engage in. This will eliminate indecision 

based on fear that a better opportunity may be just around the corner.

8The opportunity evaluation
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O nce you have weighed the non-monetary aspects of the opportunity, 

your final step is to prepare for compensation discussions or even a 

negotiation.	Here	are	some	factors	to	consider:

•	 	Do	your	research. Use salary websites, professional associations, or job boards 

to determine the compensation of those in similar positions. Remember that 

compensation can vary by geography, so make sure your research accurately 

reflects the appropriate marketplace.

•	 	Do	not	base	your	expectations	on	what	you	think	someone	else	makes. No 

two people are the same, nor are two opportunities. If your friend has a similar 

position at a similar company, you might not earn the same salary. In fact, you 

might be able to earn more.

•	 	Don’t	begin	a	discussion	about	compensation. Avoid introducing the topic 

or discussing how much money you need to maintain your lifestyle. Let the 

company begin compensation discussions at the appropriate time.

PreParinG for an offer

The salary negotiation

•	 	Know	your	three	compensation	numbers.

 1.  Target number – This is your ideal compensation. At this amount, you would 

immediately accept an offer of employment.

 2.  minimum number – Although this amount may be lower than you’d like, 

you’ll still accept this offer because the overall opportunity is the best option 

for you. Be sure not to pass up a good opportunity simply because you want 

(not need) more money. If everything about a particular opportunity is a good 

fit, except compensation, you may still be better off with lower pay.

 3.  Turn down number – This is $1 less than your minimum number. An offer of 

this amount would cause you to turn down an offer. You would be willing to 

accept anything greater than your turn down number.

8
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•	 	Be	open	to	compromise. An offer may not always be the exact number you 

want, so be willing to compromise.

•	 	Focus	on	financials. At this point, you’ve already considered other aspects of 

the job, so limit your decision to financial issues.

•	 	Understand	counteroffers.	Counteroffers are polite turndowns that leave the 

door open for further discussions. If the company makes its own counteroffer, 

you must be prepared to make an immediate decision. 

•	 	Avoid	emotional	negotiating. Overly negative or positive reactions can send 

up red flags. In fact, some companies start low as a strategy to see how one 

responds. Your reaction can say more about you than your decision. 

8PreParinG for an offer

The salary negotiation

•	 	take	the	next	steps. Once you’ve accepted an offer, you’ll want to do the 

following in order to indicate that you’re fully committed to your decision:

 1.  Resign from your current position, if applicable, and give two weeks’ notice. 

 2.  cancel	all	other	remaining	interviews.

 3.  Be	prepared	to	turn	down	a	counteroffer	from	your	current	employer. The 

company’s opportunity to keep you with the organization has already passed.

 4.  Remove	your	résumé	from	job	websites.

 5.  Contact your recruiters and let them know you are no longer in the job market.
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As a leader in the global placement of talent, Kelly Services is in the position of helping servicemen and 

servicewomen as they step out of active duty military service and into a civilian job market. We understand 

that even though the boots are coming off, our veterans will always have their dedication, their loyalty, and 

their experience that today’s employers find so valuable in their workforce.

where Kelly 
comes in
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Contract
Contract to hire
Direct hire

Areas	of	Expertise
Contact Center
Creative Services 
Education
Electronic	Assembly	
Engineering	
Finance and Accounting
Government
Healthcare
Information Technology 
Law 
Light Industrial
Marketing
Office 
Science

HOme CONTeNTs

where Kelly comes in

Kelly can get you in the door

W ith Kelly, you can choose when, where, and how you want to work.

The competition is tough. But if you have the right skills and the desire 

to succeed, partnering with Kelly is a smart way to explore all your 

employment options and be exposed to opportunities you won’t see anywhere else. 

Visit kellyservices.com today to find out more about how we can assist you in your 

job search! Also visit kellycareernetwork.com for the latest job postings.

eXit

9

     				kellyservices.us/military

Project services
Project Teams
Project Management
PMO Integration
SOW-based Services

Outsourcing & Consulting solutions
Recruitment Process Outsourcing
Business Process Outsourcing
Contingent Workforce Outsourcing
Human	Resources	Consulting
Career	Transition	&	Executive	Coaching
Executive	Search
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