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REGISTRATION DEADLINE
12 Aug 04
Call the Course Manager if you have a nomination but have missed the suspense; there may still be spaces available.




COURSE MANAGER
James Barnum, DSN 458-1205, or (410) 306-1205, Send an email message to the Course Manager if you are interested in taking this course: james.barnum@cpocner.apg.army.mil 




COURSE DESCRIPTION





In our rapidly changing society, economy and work environment, many government workers must face the possibility of working in the private sector, some for the very first time.  While there are many similarities between working for the government and working in the private sector, there are some significant differences as well.

This informative and highly interactive course explores those similarities and differences and gives participants a process and a variety of practical tools and techniques to use for finding work and unearthing the “hidden” job market.  It also addresses what makes for success in the private sector and what the challenges are for today’s workers. (Note:  It is strongly recommended, but not required, that participants take this course immediately following the two-day program, “Managing Your Career.”)
Course Objectives:

To give participants
· An understanding of the private sector.

· A process, tools and techniques to conduct and
manage an effective job search.

Key Topics/Issues:

· Understanding the changing workplace 

· Who gets hired and why

· Assessing what you have to offer

· Uncovering the hidden job market

· Marketing yourself effectively: resumes with impact

· Recruiters, ads and the internet

· Interviewing effectively

· The importance of follow-up

· Managing your campaign

Audience:  All levels of Government supervisors and professional personnel who are:

· Planning to change careers or jobs

· Currently looking for a job

Wanting to stay informed – just in case.





WHO SHOULD ATTEND AND PREREQUISITES





Audience:  All levels of Government supervisors and professional personnel.

· Planning to change careers or jobs

· Currently looking for a job

· Wanting to be informed--just in case.

Check your Army Civilian Training Education and Development System Plan at http://cpol.army.mil/train/acteds   to see if course will satisfy the core competency requirements in your Career Program or Career Field.





METHOD OF INSTRUCTION





Lecture with audience participation/interaction.





HOW TO NOMINATE





FAX Page 1 (front only), DD Form 1556 to HRD, NECPOC (410-306-0163 or DSN 458-0163) by the registration deadline. Make sure Blocks 17, 19, 23, 25, 27 and 37 are properly completed. Include nominee's email address and Training Coordinator's phone number and email address in Block 18. If deadline for registration has passed, call the course manager or check the Northeast Region Monthly Course Announcement to see if spaces are still available. Please notify the Course Manager if special needs are required to accommodate an attendee (wheelchair access, interpreter, etc).

Do not attend unless you have received confirmation from the course manager. 

Although we try to accommodate all training needs, faxing a nomination to us does not guarantee a space allocation. Check with your activity Training Coordinator if you have not received confirmation two-four weeks prior to the class starting date.





 CANCELLATION POLICY





Contact the Course Manager to withdraw your nomination prior to the registration deadline to avoid being charged for the course. After the registration deadline, you will need to contact the course manager to cancel and determine whether your organization will be charged. We will avoid charging whenever possible but if we have contracted for the course and only have the minimum number required to pay the bill; we have no choice but to bill for late cancellations and "no shows." 





BILLING INSTRUCTIONS





DD Forms 1556 cannot be processed unless blocks 27, 29 and 37 are properly completed. Click here http://cpolrhp.army.mil/ner/hrd/02tp/payment_options.htm for instructions. 





