Looking
° Read the sections you believe most apply to
O p t l O n o you right now, but don't reject other possibili-
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fter taking a close look at yourselt
and doing some research and goal
setting, you may feel more ready to
think about future options.

In October 1997, 135 former members
responded to a survey by AmeriCorps Alums,
Inc. Among respondents, 44 percent were
going to school, 37 percent were working with
nonprofit organizations, 17 percent were
working in education, and 13 percent were
working in governmental organizations.
(Percentages add up to more than 100 percent
because many respondents are doing more
than one thing.) What
option  will  you
choose? To help you
with your planning,
this part of the work-
hook explores several possible options:

&am another year with AmeriCorps;

&am more education or training;

ecenenics previde a geed

reasen fer returning te
scheel

&am employment;

e starting a community-hased organiza-
tion or business; and

& doing nothing.

ties too hastily.

AmeriCoxrps

One option is to enroll in a second term of
service with AmeriCorps. Because policies
concerning re-enrollment vary among pro-

grams, check with your program leader or
supervisor or the state commission for current
information.

Returning to the sume program. Although
second terms are possible, program directors
have no obligation to
any
AmeriCorps member.
To be eligible for a sec-

re-enroll

ond term, members must satisfactorily com-
plete the first term of service (which will like-
ly include a good performance review, among
other program-specific expectations). If you
are interested in a third term, be aware that

education awards are not available for more
than two terms.

Enrolling in another AmeriCorps program.
AmeriCorps members seeking to enroll in a
different program will have to do the legwork
to find that program. Your program director or
the state commission may be able to help you
find AmeriCorps positions for the next year.

The main differences among AmeriCorps,
AmeriCorps*VISTA, and AmeriCorps"NCCC
positions are outlined in a handout, Summary
of Programs, available from the AmeriCorps
recruiting office. The handout can be obtained
at www.americorps.gov or by calling 1-800-
942-2677. The handout also indicates how to
apply for each program.

Why are you considering a second term of ser-
vice? Do you want to complete a project you
started in your first term? Do you want a sim-
ilar experience in a different community? Will
you gain new knowledge or skills? Be clear
about your motivation, both with yourselt and
with program directors.

If your reasons for wanting to re-enroll are
not totally clear to you, review your self-
assessment, which may help you decide what
option is best for you—maybe it's another
year of service, but maybe not.

The main differences among AmeriCorps,
AmeriCorps*VISTA, and AmeriCorps*NCCC
positions are outlined on the AmeriCorps web-
site, www.americorps.gov/for individuals/ready,
or by calling the AmeriCorps information hot-

line, 1-800-942-2677. Information on how to
apply for each program is also available on the
website, by e-mailing recruitopps@americorps
.org, or by calling the AmeriCorps information
hotline.

Option: [llore
education
training

A key purpose of AmeriCorps is to further the
education of AmeriCorps members. As you
know, a major benefit of your service will be
your education award—which you may use
at any point within seven years of completing
your AmeriCorps term of service. This section
and Appendixes A and B contain information
on a variety of topics for members who are
thinking about finishing high school, entering
a Job Corps program, or seeking postsec-
ondary education or training.

As you consider how you will use your
AmeriCorps award, please bear in mind
that—in this country, at least—the more
education workers have, the more they often
make in salary. According to the U.S. Bureau
of Labor Statistics, these were the weekly
salaries by level of education for full-time
wage and salary workers over twenty-five
years of age. (These statistics refer to both
sexes of all races in 1994.) Notice the regular
increase of average salary as educational lev-
els rise, particularly the change from high
school graduate to college graduate.



Level of Average

Education Weekly Salary
Less than high school diploma  $374
Under one year of high school $325
1-3 years of high school $382
4 years, no diploma $525

High school graduate or above $657

High school graduate,

no college $488
Some college, no degree $571
Associate degree $587
Occupational program $577
Academic program $599
College graduate $937
Bachelor's degree $855
Master's degree $998
Professional degree $1,435
Doctoral degree $1,245

&am Will going back to school get you where
you want to be?

& Do you realize the commitment neces-
sary to complete a degree?

These
answered best if you conduct a
thorough self-assessment and

questions can he

do lots of research. Refer to
your self-assessment in Part
5 and to the research and
information gathering section
that follows the self-assessment.
More education is almost always a
good investment, particularly when you
have your AmeriCorps education award to help
finance it.

In today's job market, a high school diploma is
just about essential. If you have not yet com-
pleted the requirements for your diploma,
there are two routes you can follow. Each
requires time and energy.

mere educatien

As you can see, economics
provide a good reason for
returning to school. There are

other compelling reasons as well. Before making
your decision, however, you will want to reflect

upon at least three questions:

&am What do you expect to get out of more edu-

cation?

is almest always
a geed investment

RETURNING TO HIGH
SCHOOL

One way to get « high school diploma is to return
to « high school in your region. In many school
districts, you can do this in one of three ways:

& You can attend classes just as any stu-
dent of high school age does, spending

five days a week at school.

&am You can enter a work-study or coopera-
tive education program. As an adult
who's been out in the world, you might
prefer to go to school part-time, attend-

ing only the classes needed for gradua-
tion and working as well. Some
schools even offer programs in
which the school works with
local employers to place
selected students in work
situations.

&am You can enter a special
high school program focusing on
job training. In these programs, com-
monly called vocational education pro-
grams, students learn mechanics, bar-
bering, electronics, plumbing, licensed
practical nursing, carpentry, medical
assisting, clerking, hairstyling, or other
vocations in actual laboratory settings
at a vocational high school.

To find out what your local options are,
make an appointment with the principal or
guidance counselor at your local high school.
If the school doesn't offer the kind of program
you want, ask if other schools in the district do.
Generally, you will need to go through a special
application process for work-study, coopera-
tive education, and vocational education pro-
grams. Because school districts usually offer
only one vocational school or cooperative edu-
cation program, competition can be tough for
the few slots available. You may find, however,
that your AmeriCorps experience (and other

work) enhances your prospects for admission.
GETTING YOUR GED

Another way to complete high school is to
pass the General Educational Development
(GED) test, a very common way for people over
age eighteen to get a high school credential.
Instead of attending classes, people only need
to pass a high school equivalency test offered
in hoth English and Spanish. Upon passing,
test takers receive the GED credential, which is
recognized nationwide. Generally, about 70
percent pass the test on the first try.

Although people are often nervous ahout
taking the GED test, they can take classes that
help prepare them. (These are often offered by
local school districts.) GED preparation classes
offer an introduction to the test and, some-
times, a chance to practice taking a test. In
addition, most public libraries have guides to
help you prepare. Even if you feel confident
about passing the test, it would be wise to
check out one of these guides. That way, you
can familiarize yourself with the test format
and get some helpful tips. If your local high
school or public library has no information
about GED testing and/or preparation, call
your state’s Department of Education for help.

It you lived in Madison, Wisconsin, for
example, here's how you could go about find-
ing GED information. First, you could contact
the principal or guidance counselor at your
neighborhood high school, or the career center
or academic advisors at the Madison Area
Technical College, or your neighborhood pub-
lic library staff. If none of those avenues
worked, you could call the, Adult Education or
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Basic Education Division of the Wisconsin
Department of Education in Madison.

Currently, the GED test covers writing skills,
social studies, science, literature and the arts,
and mathematics. According to the American
Council on Education, which develops and
administers the test, the GED measures “broad
concepts and general knowledge, not how well
they [test takers] remember details, precise
definitions, or historical facts. In that way the
test can be more fair to those who lack acade-
mic or classroom experience or have gained
their education informally.”

A program funded by the U.S. Department of
Labor, Job Corps offers tuition-iree training in
more than 150 occupations to eligible U.S. cit-
izens between the ages of sixteen and twenty-
four. In addition to their job training, Job Corps
participants can receive basic education, room
and board, medical care, clothing, counseling,
parenting education, recreation, placement
services, and a monthly living allowance.

To he eligible for the Job Corps, you must be
from a home considered low-income; be from
an area that makes it hard for you to get an
education or « job; and be able to complete and
benefit from the training you would get at a
Job Corps center. Following are just a few of the
occupations in which Job Corps offers training:

g dental and medical assistant
&am licensed practical nurse

&am bookkeeper
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Eam secretary
Eam word processor

&am pre-apprentice for bricklaying, carpen-
try, electrician, plasterer, and plumber

&= cosmetologist

&am teacher aide

sam surveyor and drafting assistant
refrigerator

Emair conditioning and

mechanic
&am heavy-equipment mechanic
& security guard
&am baker
Eam cook

B meat cutter

Call 1-800-733-JOBS to locate the near-

est Job Corps center.

Postsecondary
Education

The next level of education
after high school requires
attendance at one of three types
of schools—postsecondary voca-
tional school, community college, or four-year
college.

POSTSECONDARY VOCATIONAL
SCHOOLS

Designed for high school graduates, postsec-

ondary vocational schools train students for
specific vocations. Sometimes these schools are
called technical schools. Although very simi-
lar to the high school vocational programs
already described, post-high school training is
more complete and/or complex.

Postsecondary vocational schools can be
public or private: A public vocational school is
a nonprofit institution; a private vocational
school, sometimes called a proprietary school,
is operated for profit. Generally, public voca-
tional schools offer many courses of study, and
private vocational schools offer just one. For
example, barber colleges or computer schools,
which teach only one specific skill, are usual-
ly privately owned.

Often, because they are supported by taxpay-
ers, public vocational schools are less expen-
sive than private vocational schools. If you
qualify, however, financial aid is often avail-
able for either type of school. To check on your
eligibility, call the financial aid office
of the school you wish to attend.
This office will have informa-
tion on eligibility require-

ments and on the application

process for financial aid. In

the unlikely event the school
has no such office, contact the
Registrar.

Depending upon the course, you may
spend anywhere from a few months to two
years in a postsecondary vocational program.
Most schools offer classes at night and/or on
weekends to accommodate adult students who
work. Instructors tend to be people with lots of
hands-on experience in the field. This type of

instructor (and school) can be particularly
helptul to students who learn better by doing
than by reading or by hearing lectures. Upon
completion of their courses of study, graduates
of postsecondary vocational schools earn a cer-
tificate of completion or an Associate degree.

Sometimes students are preparing for
careers that require certification or licensing
by the government. For example, in most states
electricians and licensed practical nurses must
pass written exams if they are to practice their
vocations there. If you decide to enroll in a pro-
gram that requires government licensing, be
sure to find out what material the course covers
and how well the school's graduates have done
in past testing. That will give you an idea of
how well the school prepares its students.

COMMUNITY COLLEGES

Public schools offering an Associate two-year
degree, community colleges provide academic
programs such as English, psychology, and
math. Because classes are usually taught by
professors rather than by teaching assistants,
students may find the instruction at communi-
ty colleges better than that available for first-
and second-year students at some universities.
Sometimes community colleges also offer
vocational programs. Like vocational schools,
community colleges welcome working adults
as students, scheduling classes in the late
afternoon, at night, and on weekends.

Often, a community college serves as a path
to public four-year schools in the same state.
Thus, many credits earned at the community
college will transfer to public four-year col-



leges. This is not true for all courses, however.
So if you plan to attend a community college
for two years and then go to a four-year school,
check about transferability of credits before
signing up for classes.

In most states, you will find a« community col-
lege within commuting distance. The quality of
the instruction, the relatively short drive, and
the ability to live at home and/or keep a local
job while studying leads many people to attend
these schools. Moreover, a community college
may cost less overall than a four-year school.

FOUR-YEAR SCHOOLS

A four-year college graduate earns either a
Bachelor of Arts degree (B.A.) or a Bachelor of
Science degree (B.S.). If you major in French
literature, say, or Latin American studies, you
would earn a B.A. History, political science,
and African-American studies are other
examples of a major that would yield a
Bachelor of Arts degree. If your primary
emphasis is biology or chemistry, your degree
would be a B.S. The same would hold true for
mathematics and engineering.

Within the four-year category are both col-
leges and universities, with the difference relat-
ing to size, mission, and/or funding source.

Colleges. These schools tend to be smaller
than universities and often emphasize quality
teaching. Many of these schools are private
and rely upon tuition, fees, and fundraising for
their budgets.

Universities. Generally schools with large
enrollments, universities often place consider-
able emphasis on research (sometimes more so
than on teaching). If they are public institu-
tions, as universities often are, they can charge
less tuition because of state subsid-
ization. The larger the school, the wider the pos-
sibilities for study. Some small liberal arts col-
leges, for example, can't offer such specialized

programs as engineering, forestry, or nursing.

Most states have a comprehensive state uni-
versity system into which community colleges
feed students. In
California, for
example, there are
three branches of
higher education—
the community col-
lege system; the
University of
California (which has several other campuses
besides the more commonly known Berkeley and
Los Angeles); and California State University
(also with several campuses). Students can
attend four-year colleges for the entire four years
or begin at a community college and then trans-
fer at some point. Not all state university systems
are required to accept community college gradu-
ates for admission, however.

If you decide to pursue a four-year degree in
your home state, you will need to know the
components of its system of higher education.
For example, is there a community college sys-
tem feeding into the four-year colleges? What
is the closest college or university to you? Is it
public or private? Does it offer a degree pro-

deciding te ge te graduate
or prefessienal scheel is a
big decisien that can lead

te quality educatien and
entry inte a prefessien er ' RJA
career eof yeur cheice

gram that closely matches your career inter-
ests? Find out what's available.

MORE HELP AVAILABLE

For information on the world of higher educa-
tion in general, see Appendix B, which covers a
number of topics in some depth. Whether you
need help in choosing a course of study or in fig-
uring out how to apply for admission and/or
financial aid, the discussions in Appendix B can
provide you with the information you need or
give you tips on finding it. A bibliography relat-
ing to higher educa-
tion is included in
the Higher
Education section of
Appendix D, page

At the next educational level are graduate
schools where students pursue specialized, pro-
fessional-level knowledge and skills. A college
degree is a prerequisite to entering graduate
school. It such a path interests you, read
through Appendix C. Also check the Higher
Education section of Appendix D, page 97.

Imployment

Will you seek work as your next step after
AmeriCorps? If so, what type of work and

where? In what type of organization? How
will you look for work? Do you have mar-
ketable skills and experience? This section
focuses on employment and job searching. In
working your way through the material, you
will be referring to the self-assessment you
completed at the beginning of Part 5 and to the
sections on research and information gather-
ing and on goal setting in Part 5.

Current [Employment

Job Opportunities. You've probably heard the
term “downsizing,” which refers to decreasing
the number of employees in a company or
organization through layoffs. According to
People Trends (published by the Strategy
Group in Dublin, Ohio), from 1992 to 1995,
IBM laid off 122,000 employees; AT&T,
83,000; General Motors, 74,000; the U.S. Postal
Service, 55,000; and Sears, Roebuck and Co.,
50,000. Most new jobs are being created in
small and medium-sized companies.

In projections for U.S. employment through
2005, the U.S. Department of Labor's Bureau
of Labor Statistics expects the largest increas-
es in job opportunities in services, retail
trades, health, and education. Twenty occupa-
tions will make up half of all employment
growth—cashiers, janitors, waiters, home
health aides, guards, nurses’ aides, retail
salespersons, teachers’ aides, child care work-
ers, registered nurses, managers, systems
analysts, secondary and elementary school
teachers, marketing and sales supervisors,
receptionists, secretaries (except legal and
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medical), clerical supervisors and managers,
and maintenance repairers.

Occupations that will have the highest per-
centage growth, according to the Bureau of
Labor Statistics, are personal aides, home
health aides, systems analysts, computer engi-
neers, electronic-pagination systems workers,
occupational therapists and assistants, physi-
cal therapists and aides, residential counselors,
human service workers, manicurists, medical
records technicians, amusement and recre-
ation attendants, corrections officers, opera-
tions research analysts, and guards. (Note: To
get information about what people in these
occupations do, ask at the local public library
for the Dictionary of Occupational Titles and
the Occupational Outlook Handbook, both pub-
lished by the U.S. Department of Labor. More
about these two hooks appears in the
self-assessment section of Part 5.)

Contractual Employment.
In a recent survey of its
membership, the American
Management ~ Association
(which includes 8,000 of the
nation's largest companies)
found that employees who survive
layoffs work longer hours to make up
for the absence of those who have been laid off.
Further, hiring of temporary and/or contractu-
al workers after the downsizing is common.
Hiring these employees tends to be less expen-
sive because they accrue no benefits and they
work for a limited time only, with no further
expectations.

According to some business authors, con-
tractual and temporary employees are the

wave of the future. For some, “traditional”
employment already seems to he on its way
out; increasingly, the forty-hour week for
twelve months a year (and a salary that
includes benefits) is giving way to part-time
and temporary and contractual work.

Some futurists predict that employment suc-
cess in the next century will require each
worker to create a “portfolio” career, with one
or two very specific knowledge and skill areas
and several employers. Basically, such work-
ers will be their own employers, marketing
and hiring themselves out to various organi-
zations and companies for certain projects.

For example, in the new scheme, a technical
writer might have an editing contract that
requires one week a month for a year; a three-

month contract to write a manual at home,
with an agreed-upon compensation
package no matter how many
hours go toward the manual;
and a third contract to teach
two technical writing classes
per semester at the local
community college. A writer
and teacher, this worker mar-
kets herself as both. Because she
is not a “full-time” employee at any of
the three locations, she must pick up her own
health, life, and disability insurance; her
Social Security contributions; and any savings
for her retirement. She earns no vacation or
sick-leave time with this employment pattern.

If the trend toward contractual employment
intensifies, individuals will have much more
responsibility for their work lives in the near
future. For example, they will have to:

gamknow and articulate regularly their
knowledge areas and skills;

gam market themselves all the time;
&am stay very current in their fields; and

gamremain flexible and be skilled at time
management and financial planning.

For those who get bored easily, want to be
challenged regularly, and/or like change, the
new work dynamic will be easy. It will be
harder for people who like stability, dislike
change, and/or seek supervision.

A Technical Trend. Another major employ-
ment trend is toward technical training and
jobs. By the year 2000, eight of every ten jobs
will not require a bachelor’s degree, according
to several national job surveys. The new jobs
will be technical—such as film and video pro-
duction, dental lab work, laboratory research
support, and microcomputer repair. Of
Florida's top thirty future jobs recently
described in the Miami Herald, none required
a bachelor's degree. (J. Barry. “Career paths
going technical,” October 29, 1995). Most
required a two-year associate degree or train-
ing certificate. Among the thirty top prospects
were dental hygienist, licensed practical
nurse, automotive technician, truck driver,
graphic and commercial artist, electrician,
police officer, firefighter, legal and/or medical
secretary, and paralegal.

Throughout this chapter there are references to
three sectors of the U.S. economy—rpublic, non-
profit, and private.

Public Sector. The public sector encompasses
the government—federal, state, county, region-
al, and local. Into this sector fall AmeriCorps
members who worked with or through state uni-
versities, the Environmental Protection Agency
(national or state level), the U.S. Department of
Agriculture, state or city departments of parks
and recreation, the Neighborhood Reinvestment
Corporation, and so on.

Nonprofit Sector. Here we find organiza-
tions whose intent is to break even rather than
moke a profit. Often, such organizations are
service organizations—the Red Cross, agen-
cies, hospitals and clinics, homeless shelters,
food hanks, professional associations, public
policy groups, advocacy groups, and counsel-
ing centers. Also falling within the nonprofit
sector are such organizations as Habitat for
Humanity, United Way, Teach for America,
National Multiple Sclerosis Society, I Have a
Dream Foundation, and YWCAs/YMCAs. All
of these are examples of nonprofit organiza-
tions that host AmeriCorps members.

Private Sector. Organizations and compa-
nies in the private sector are created to make
money for their owners and/or shareholders.
Some examples of large organizations in the
private sector include IBM, AT&T, General
Motors, and Sears. Smaller private sector
organizations include restaurants, accounting
firms, welding companies, grocery stores,



attorneys, small manufacturers, and private
medical and dental practices.

If your next step after AmeriCorps is employ-
ment, which sector of the economy do you
think might offer the best employment possi-
hilities for someone with your skills, knowl-
edge, goals, and interests? The material that
follows will help you look at that question in
some depth.

Career [Development

As you consider an employment plan, it might
be useful to look at the way some experts
believe careers progress. The following model
presents four stages, the first of which is explo-
ration—where you may find yourself today.
(This model was developed by Donald Super in
The Psychology of Careers. New York: Harper
& Row, 1957.)

individuals will have nuch
nere respensibility fer

Exploration.
People in this stage
are exploring
career possibilities,
making decisions about which career field to
enter, and beginning to pursue that field.

Establishment. At this step, people are work-
ing hard to establish themselves, to become
secure, and to advance in their chosen careers.

Muintenance. Here, people are seeking to
maintain higher levels of responsibility and to
stay abreast of new developments in their
fields. At this stage, employees may face chal-
lenges created by age, family issues, health,
and/or increased competition.

their werk lives in the
near future

Disengagement. In this stage, people begin
to reduce workload, delegate certain responsi-
hilities, and plan for post-employment life.

Progression through the career development
stages was originally thought to he linear—
that is, moving from one stage to the next over
a lifetime. The past pattern of career develop-
ment is depicted by the first graphic below.
Over the past decades, however, career “recy-
cling” and career adaptability have become
widespread. For example, contemporary work-
ers may go through several cycles of the four
stages in a lifetime as depicted in the second
graphic below. New cycles begin as workers'
interests,
change—or as their employers downsize or

values, abilities, and needs
change their orientation. In the second graph-
ic below, each circle represents a cycle of
experience, establishment, maintenance,
and disengagement
(D.E. Super, AS.
Thompson, and R.H.
Lindeman. Adult
Career Concerns
Inventory: Manual
for Research and Exploratory Use in
Counseling. Palo Alto: Consulting Psy-

chologists Press, p. 88).
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AmeriCorps service may have opened a pos-
sible new path of employment to you, turned
you on to some new ways of thinking about
work, helped you to eliminate cer-
tain possibilities, and/or made
you even more confused about
your employment future! If
you are in a confused state,
don't worry. Help is on the
way in the upcoming sections.

Conducting ja Seli-]

The most effective job searches require several
phases—self-assessment, research, decision-
making, action, and, quite often, readjust-
ment. Although the first of these phases—
self-assessment, or taking stock—is often
ignored, it is really the foundation upon which
all others depend. The importance of self-
assessment cannot be overemphasized.

You will notice that taking action appears as
the fourth phase in the search. Usually, how-
ever, this is the first thing novice job seekers
do—writing a resume, applying for vacant
positions, and so on. But if you skip the first
three phases, you may find yourself conduct-
ing a longer job search and one that yields dis-
appointing results.

Part 5 guides you through these first three
vital phases; perhaps you have done them
already. If not, work through them thoroughly.
Then move ahead to the fourth and fifth phas-
es. Although it doesn't relate directly to your
job search, the section “Being Smart at Your

New Job” on page 72 can help you keep the job
you find. Be sure to work through that mater-
ial as well.

In this phase, job seekers
begin to sort out what they
want in a job. One way they
can do this is by examining
their values, interests, skills, and
preferences. Perhaps you did this
already in the self-assessment portion of Part
5. It not, work through it now because it will
help you discover who/where you are at this
moment.

You may have done much—or possibly all—of
this work already in Part 5. If you did not, refer
back to pages 38—41 now, as that material will
help you research, identify, and explore work
options. In this phase, you are looking for the
types of work and/or employers that share the
values, interests, skills, and personal consider-
ations you identified in your self-assessment.

When you have thoroughly researched your
career and employment options, you are ready
for the tasks of the third phase. You will decide
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which career fields or types of jobs or occupa-
tions you are going to seek. Then you will he
ready to set some goals for the job search
process. To get some help with this phase, refer
to Part 5, which deals with making decisions
and setting goals.

In this phase, job seekers begin their active
search for a job. You will note that some tasks of
this phase are those most job seekers do first, such
as writing a resume and applying for jobs.
However, the process usually is shorter, with bet-
ter results, when the job seeker first takes the time
and thought to go through the first three phas-
es—self-assessment; research and information
gathering; and decisionmaking and goal setting.

Please don't take shortcuts, because you
may sabotage yourself. After all, if you don't
know where you are going, how will you get
there? Follow the road map through every step
of the job search cycle.

QUESTIONS TO ADDRESS:

&=am How can you best represent yourself to
prospective employers?

&= What strategies are most effective for
your job search?

&am Who will help you with your job search?

TASKS TO COLPLETE:
&am Develop an action plan.

gam Write a basic resume.

gam Network, network, network!

&am Target employers who hire people who
do what you want to do.

&am Apply for work formally and informally.
& Practice interviewing.
gam Interview.

JOB SEARCH ACTION PLAN

When you reach this point, you may find it
useful to create both a long-term plan and a

Job Search Action Plan for Week of:

short-term plan. For example, use your long-
term plan as a way to plot out what you will do
for the next several weeks or months. For your
short-term plan, determine a specific plan for
action every week. Following is an example of
a weekly plan. You can copy it or design your
own plan for each week.

Besides keeping you focused on the matter at
hand—seeking work—a weekly plan will
help you keep track of what you've done (and
what you haven't). Sometimes job seekers fool

What I’11 Do

What Resources I'1l Use

By When

What Happened

themselves into thinking they've done much
more than they actually have. So check your
expectations. Make them reasonable, yet chal-
lenging. The more time you spend on the job
search, the better. In fact, try to treat job
searching as a full-time job; spend up to forty
hours a week on the various elements of your
search. But also be reasonable. Take time to
enjoy family, friends, and community and
leisure activities.

Follow=Up




YOUR RESULE

One way to get your foot in the door of a
prospective employer is by developing a
resume that summarizes your skills, accom-
plishments, and experience. Even for informa-
tion interviews, you will need a resume. Think
of this document as a form of advertisement for
you—one that helps you get interviews. (See
the end of the fourth phase for a sample cover
letter to accompany resumes you send out.)

Although several types of resume formats
exist, the two most common are chronological
and functional.

Chronological. In the chronological resume,
job seekers describe their skills, accomplish-
ments, and experience. They list these by job,
starting with the most recent and working
backward. (See page 62.) You probably should
use the chronological resume unless you have
a compelling reason not to.

Functional. Not all employers like this form
of resume, though it
helps career-changers
or generalists show
what they can do for a
new employer. The
functional resume lists skills and accomplish-
ments by skill areq, rather than by job. Actual
job titles, organizations, and years of employ-
ment appear in a separate section. (See page
63.) Even if you decide that a functional
resume is best for you, you should create a
chronological resume as well. Some prospec-
tive employers will ask for the chronological
type eventually, even if they accept the func-
tional at first.

think ef yeur resume

as a ferm ef
advertisenent fer yeu

RESUME ELEMENTS

Here are the general elements of a resume,
listed in order:

Contuct Information. In this section, put
your name, address, and telephone number
(one with an answering machine). Also
include a fax number and e-mail address if
you have them.

Objective. List an objective here, if you have
one and it is specific. For example, a job title
such as “After-School Program Aide” could be
used as an objective. If your objective is not
specific, don't put it in your resume.

Summary of Qualifications. For this section,
write a brief summary highlighting your
skills, experience, and accomplishments that
apply to the job you are seeking.

Employment Experience. For chronological
resumes, list employment by position, noting
job titles, names of organizations, locations,
and dates by year. For a
functional resume, list
employment by skill
areas, focusing on skills
and accomplishments
rather than duties and responsibilities.

Be as specific as you can about your skills and
accomplishments. Begin each description of
your work with an action verb in the past tense.
You will find a list of action verbs at the end of
the fourth phase. Choose from that list, or use
other action verbs. Also, use numbers as much
as possible if they are impressive. For example,
instead of writing “supervised staff members,”
write “supervised three clerks and two interns.”

Education and Training. If you have a
degree, list it, along with institution and date
granted. Do not list courses, majors, and col-
lege activities unless they are clearly relevant.
Be sure to include all the training you have
received as an AmeriCorps member. There's
no need to list your high school; if you haven't
attended college but are a high school gradu-
ate, concentrate on training only—create a
section called “Training,” as shown in the
sample of a chronological resume

Special Skills. If these will be needed in the job
for which you are applying, list them. Consider
listing computer and language skills also.

Note: Your resume should not include a
reference list or personal information such as
birthdate, health status, or family information.

GETTING STARTED ON YOUR
RESUNE

The process of drafting a resume—particular-
ly describing your experience in the language
of action and accomplishments—can be
intimidating. If you're unable to get started,
follow these steps:

1. Complete all the easy resume elements
from the previous list, using the sample
resumes on pages 61 to 63. Make room for the
summary of qualifications and descriptions of
your experience even if you're not ready to do
those.

2. Start with your AmeriCorps experience. If
you have a description of your service assign-
ment, review it and divide your responsibilities
into general categories—such as direct ser-

vice, administration, community development,
budgeting, program design, evaluation, and
needs assessment. Begin by writing down what
you did today as an AmeriCorps member. Then
place each of those activities or tasks into one of
the responsibility categories you've created. At
this point, don't worry about language; just
match activities and tasks with categories.

If there are things you do often as an
AmeriCorps member but didn't do today, add
these to your activity/task list. Categorize them
by responsibility.

Next, decide which of your responsibility cat-
egories you think your resume should empha-
size. Of these, choose the two or three that are
most important. Then reword each activity or
task in those responsibility categories. One way
to do this is to have your description incorpo-
rate an action verb from the list on page 69.
Use numbers whenever you can to describe
your accomplishments. (Review the resume
samples to get an idea of how you might use
numbers in your own resume.)

3. Using the process described above for
responsibilities, follow these steps:

&am Describe each entry in the experience
block of your resume.

&am Look for common themes among your
experiences. If you find them, use these for
your summary of qualifications. (Review
the resume samples again for reference.)
If you see no common themes, ask others
to help you identify them.

&am Continue to refine your resume, seeking
feedback from the people who know you
best.
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Here are a few general trends to keep in

mind as you put your resume together:
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&am Because the use of personal computers
and word processing have become so
commonplace for resumes, it is expected
that resumes submitted for a specific job
vacancy will be tailored to that vacancy.
So create a comprehensive “generic”
resume on your computer. Then, use
only those parts of it that directly relate
to the job you seek.

&=m A summary of qualifications is increas-
ingly used as the first entry on resumes.

samQuantifichle  accomplishments are
becoming the name of the game. So as
much as you can, use numbers to
describe your work. For example, cite
the size of the budget you created, the
number of employees you supervised,
the amount of savings your manage-
ment resulted in—or how many trees
you planted or schools you helped repair.
When the numbers are impressive,
use them.

samSome careerists predict that resumes
will become obsolete in the near future.
To apply for jobs, people will instead use
letters that highlight accomplishments,
skills, and expe-
rience. Further-
more, this letter
will be “broad-
cast” via e-mail
rather than hand-delivered or sent
through a mail-delivery system.

fellew the read nap

threugh every step of
the jeb search cycle

&am With the widespread use of the Internet,
many job seekers will need to design an
electronic version of their resume. That
version must look very different than a
hard copy so that it transmits well.
Richard Bolles has recommended sever-
al websites to consult for advice about
this process. Check out the section on
resumes in Job Hunting on the Internet,
Berkeley, Calif.: Ten Speed Press, 1997.

gam Befer to the skills exercises and self-
assessment summary sheet you com-
pleted in Part 5. Both contain excellent
information to use on your resume.

&am Keep your resume to one page if possi-
ble. If you have worked for more than
ten years, go to two pages, but remember
that the second page will get little atten-
tion. A study in the late 1980s found that
each resume received an average of
eleven seconds of attention during initial
screenings. Put all important informa-
tion about yourself on the first page.

samGet feedback on your resume from

supervisors, peers, and anyone whose
opinion you value. But
also remember that if
you ask ten resume
“experts” about your
own resume, you'll
probably get ten different suggestions
about how to revise it. As you finish up,
you might want to ask yourself these
questions:

—Is the resume accurate? Don't embellish,

— Is the resume easy to read?

— Does the resume high-

If you would like more help with resume
writing, look through some of the many guides
available. They include Resumes (2nd
Edition) by the National Business
Employment Weekly, Through
the Brick Wall: Resume Builder

by Kate Wendleton, and The
Damn Good Resume Guide
and The Resume Catalog:
200 Damn Good Examples,
both by Yana Parker. These and
other resources should be available

but also don't be humble.

Does it have enough white
space?

light your experience
that's relevant to the
job you are seeking?
(For example, you don't
want to use a lot of space
describing your experience with
computers if you are applying to become

at your public library, career center, or

a counselor.)

Are you pleased with your resume? If
you think your resume represents you
well, go with it. If you are not so sure,
keep working.

Critique your resume using a method
described by one expert who suggests
seven areas to evaluate in a resume
(Ronald  Krannich. High Impact
Resumes and Letters. Manassas, Va.:
Impact Publications, 1990).

&am Overall appearance
&am Contact information
&am Objective

&am Organization

&am Content

&am Language

&am Length

hOOkStOl’eS. .......................................................................
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As you carry out your search, you will discov-
er many ways to find a job—classified ads,
state and private employment agencies, direct
application, placement services, union hiring
halls, information from friends and family
about openings where they work, electronic
job searching through the Internet. Don't rely
upon any one method—use as many methods
as you can.

Two search methods, networking and direct
targeting of employers, are particularly effec-
tive because they tap into the hidden job
market. The “hidden” job market
refers to jobs that are vacant but
not advertised publicly. It is
estimated that as many as 75
percent of jobs are unadver-
tised (J. Hoppin, editor.
Workforce in Transition: A
Blueprint for Adult Career
Development and Job Search
Training. Stillwater, Okla.: NOICC
Training Support Center, 1994, p. C-39). Work
smart in your job search. Spend the bulk of
your time in the most effective job search
activities. Use other methods as well, hut
spend less time on them.

Networking. A network is an informal
group of people (and all the people they know)
who can help a job seeker. As you look for
employment, try to expand your network to
gather in as many people as possible who can
give you information.

Who is in your network right now? People
who influence your decisionmaking to some
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degree are definitely members of your network.
Family members, co-workers, former co-work-
ers, fellow AmeriCorps members, current and
past supervisors and teachers, members of your
church, people who granted you information
interviews, community group members, social
friends, sports team members, parents of your
friends and neighbors—all the people you
know are potential members of your network.

Use the same methods for networking that
you use for information interviewing. Make
contact, ask for help, follow up on suggestions,
stay in touch, and always write thank you

notes. Keep the network dlive by con-
stantly working it. Keep the people
in your network informed
about where you are in your
job search and whether their
suggestions have worked.
Expand your network by get-
ting together with new people
you've met through people in
your existing network.

Think of this process as a spider's web, with
each connection (each person in the network)
leading you to several others who lead you to
more connections. The larger the web, the
stronger it becomes, until you have a solid net-
work of job information and leads. The work-
sheet on page 68 may help you visualize the
networking function. Begin by listing at least
twenty people you know right now who will e
willing to help you with your job search.

Cold Contacts (or Direct Targeting of
Employers). As you were conducting infor-
mation interviews, you may have identified
employers that hire people who do the things

you hope to do. After you've clarified your job
search goals, contact those employers again
and let them know you are interested in work-
ing in their organizations. Even if there are
no vacancies, ask for job interviews. Talk
about how you, your experience, and your
goals fit into the organization. Stay in contact.
You never know when a vacancy will occur.
When one does, you want to be in the hiring
person’s mind.

Make a list of employers that you would like
to work for and that offer jobs like the one you
are seeking. -

Pluces I Would Like to Work

Expand your list of desirable employers by
working your network. Ask people to help you
identify employers who offer the kind of work
you want to do. Follow up on each suggestion.
And keep networking and targeting specific
employers even when it appears that you have
saturated the market. Remember that 70 percent
of jobs are found through these two methods.

Job Search Correspondence. The best joh
search methods use personal, one-on-one con-
tacts. Sometimes, however, job seekers have to
use conventional methods. One of these is the
cover letter. (See sample letter on page 69.)

My Contact There




When applying for jobs without personal contact,
cover letters are critically important—whether
they go out through the mail or electronically.
Such letters, which take the place of personal
contact, must make a compelling connection
between the enclosed resume and the job.

Your cover letter needs to make three points,
concisely:

Eam why you're writing;

&am how your background matches what the
employer is seeking; and

mEmwhen you will contact the employere
again.

For additional tips on writing cover letters,
you may want to refer to The Perfect Cover
Letter, by Richard H. Beatty, and Dynamic
Cover Letters, by Katherine Hansen.

Interviewing

At this stage, the purpose of an interview gen-
erally is to get a job offer if you want it. At a
minimum, however, you will be gaining prac-
tice in interviewing.

Before the Interview. You need to do some
important work before you ever set foot in the
door for your inter-
view. In fact, what
you do before the
interview can be as
important as what
you say during the interview itself. Here are
some steps that will help you prepare yourselt:

you need te de sene
inpertant werk wefere yeu

&am [dentify at least three of your strengths,
and practice describing them.

&am Think about the three most important or
difficult problems you've solved as an
AmeriCorps member or at another work
setting. Employers like people
who can solve problems.
Describe the actions you
took to solve the prob-
lems and the results of

your actions.

&= Choose four or five ques-
tions about the job or
organization to ask the in-
terviewer. The questions you
ask are almost as important as those you
answer. Your questions indicate to the
interviewer understanding of, prepara-
tion for, and interest in the job. Use the list
of sample questions for prospective
employers on page 65 to develop questions
specific to your situation.

& Anticipate questions you may be asked.
Think about what an interviewer would
want to know; then put together a
response and practice it. For example,
what do you like best/least? Discuss a
problem you have had at a previous job
and how you resolved it. What is your

greatest strength/

weakness?

e Have a written
list that includes the
employer’s name and
location, the date and time of the inter-

ever set feet in the deer
fer yeur interview

view, the interviewer's name, and direc-

tions to the location. Make an initial “dry
run,” so you won't get lost or underesti-
mate the time it takes to get there. If you
will be driving, locate a parking lot near-
by. (Plan to arrive about fifteen minutes
early. This gives you time to freshen up
and displays your punctuality.)

s Gather materials you
have written or produced that
are relevant to the job you
are seeking. Take these with
you to the interview.

&am Compile a reference list.
Type it in a neat form, with your
name at the top (e.g., References for
John Doe). Take this list with you, just in
case you are asked for it.

gam Try to find out who will be interviewing
you and how long the process will take.
You want to minimize the number of
surprises you encounter.

&am Prepare a “cheat sheet” with two lists to
take into the interview. The first list
should contain the questions you want to
ask. The second list should contain the
four or five most important things you
want the interviewer to know about your
qualifications for the job.

&am Practice answering tough questions.
Videotape yourself if you can. You will be
amazed at how well you do with some
parts of the interview and will also real-
ize what you need to work on. Ask some-
one you trust to review the videotape
with you.

&am Plan how you want to look and what you
will wear for the interview. This task is
not a frivolous one. The image you pro-
ject to prospective employers may be as
important to the selection process as are
your skills, experience, and references.

The general rule is to be very clean and neat.
You may need to get your hair cut, send your
dress or suit to the dry cleaners, or polish your
shoes. Your clothing, jewelry, make-up, and
general appearance should be downplayed and
not distracting. In some settings, for example,
an open neckline, short skirt, or sleeveless shirt
may be unacceptable. Consider wearing sub-
dued colors, and don't wear flashy, noisy, or
large jewelry. It's a good idea to avoid fra-
grances, whether cologne or aftershave.

If you have questions about how you should
look for an interview, ask employed acquain-
tances about dress codes in their workplaces. It
is always better to be overdressed for an inter-
view—wearing a suit and tie to an office
where most men work in sport shirts, for
example—than it is to find yourself looking
very informal in a formal environment.

During the Interview. Here are some guide-
lines you may find useful to remember when
you arrive at the interview:

gam Shake the hand of the interviewer(s)
firmly at the start and end of the inter-
view.

&am Make eye contact with all interviewers.

&am Maintain a positive attitude, and speak
with enthusiasm.

page 65



page 66

samIf you don't understand a question, ask
for clarification.

&am Discuss only job-related information.
Don't philosophize, tell stories, or bring
up unrelated personal information.

&am Respond to each question as fully as you
can. Keep responses to a minute or two,
then offer to talk more about the topic if
the interviewer wants you to.

&am Make only positive or neutral remarks
about past employers.

&am Be prepared to discuss your career plans
for the next five years.

&am Before you leave, check your “cheat
sheet.” Ask the questions you have pre-
pared, if they haven't been answered,
and be sure that you have covered the
basic points you identified about your
qualifications.

&am Ask what the next steps in the process
will be and how long they will take.

gam [f true, state your strong interest in the job.

gam Thank the interviewer(s).

After the Interview. Even after your inter-
view, you are not “home free.” There are still
some tasks for you to carry out—tasks that
can affect the ultimate success of your employ-
ment goal.

=m As soon as possible, review the inter-
view. Make a written list of what you
want to work on for the next interview.
On your list, note which questions gave

you problems and why. Also note which
questions you answered easily and how
you answered them.

gam Write the interviewer(s) a brief thank
you letter. Include an expression of
strong interest in the job, if you have it.
If you decide you don't want to
be considered further for
the job, call the in-
terviewer with this
information and then
send a thank you let-
ter. (See page 71 for
a sample thank you
letter.)

&am Once the process deadline (which

you should have asked about during the
interview) has passed, follow up with
the employer. However, don't call too
often; you don't want them to find you a
nuisance. No response may mean that
you were not selected, as many employ-
ers find it difficult to give applicants this
information; it may also mean that the
process is taking longer than expected.

(Al of this interviewing advice is adapted
from “Interview Preparation Checklist for
Returned Peace Corps Volunteers,” by Mona
Melanson. The checklist is a handout from
Returned Volunteer Career Services, Peace
Corps, Washington, D.C. 20526.)

Interviewing Resources. Just as there are
resources to help people with their resumes,
there are also resources that focus on inter-
views. For example, community career centers
often offer interview practice; some of them

videotape the practice interviews and then
provide feedback to the person who's practic-
ing. If you have a career center in your areq,
check to see if it offers assistance in preparing
for interviews.

Your public library may lend videotapes on
interviewing to community mem-
bers. There are many excellent
videotapes available. Your
library will certainly offer
written material on inter-
techniques;  two
resources are 10 Great
Answers to the Toughest
Interview Questions, by Ron Fry,
and Sweaty Palms: The Neglected Art
of Being Interviewed, by H. Anthony Medley.

view

llegotiations

Review Part 5, “Making Decisions That Work
for You,” and use your decision matrix on page
45 to help you decide whether to accept a job
offer. In addition, ask for the advice of people
who know you and your work well. Talking
over a decision is often a good way to see how
the decision feels and “fits” you.

If you believe you can influence the amount
of the salary offered in the proposed job, you
may want to read Negotiating Your Salary:
How To Make $1,000 A Minute, by Jack
Chapman. Salary negotiation used to be an
expected part of private sector hiring and at
times was possible as well in the nonprofit and
public sectors. These days, however, salary
setting is often less flexible. If that is true with

your job offer, you might try to negotiate for .-
other benefits such as disability insurance or
more vacation time.

Barriers Employment

When looking for a job, you may find your
efforts hindered from time to time. Not having
enough information is a major barrier, but
there are others that can slow you down as well.
Read quickly through the list on the following
page, and put a check next to barriers you
believe exist for you. (For now, ignore the part of
the chart that asks how you'll overcome your
barriers. It's important to do the work quickly.)

MORE HELP AVAILABLE

There are scores of resources available to help
you with your job search. See Appendix D,
page 96, for a listing of job search resources.
Community colleges, colleges and universities,
government job services, and one-stop career

centers in your area may sponsor job search
workshops. Check out the job search resources
in your local libraries and local career centers. ...



> POSSIBLE BARRIER Now How I’11 -#»POSSIBLE BARRIER Now How I’11
Present? | Overcome It Present? | Overcome It

Focus: None, too narrow, or too broad Difficulty in requesting help

Discrimination Lack of desire for a joh

Type:

Competing demands

(e.g., family, school)

Poor time management No experience with job searching

Now look carefully at the possible barriers to employment you identified. Think about how
you'll deal with these barriers; then jot down how you plan to overcome them. The idea behind
this list is to anticipate roadblocks you may face in your job search. If you realize that some prob-
lems will arise, you remove the element of surprise and can begin to consider ways of coping.

Hate or fear of networking

Shyness

Low self-esteem/ luck of confidence
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SAMPLE ENTRY

Shirley Freeman

Red Cross,

51 N. High St.,
# 700
Columbus,

OH 43215
614-555-1212

Jumes
Rodriguez,
Catholic
Social
Services

7/2/97 Info
Interview
-see notes

7/2/97 Sent
Thank you letter

1. John Coe,
Dir. of Dev.,
United Way,
614-555-6666

2. Kathy
Kaminski,
Fundraiser,
Am.
Environmental

Congress,

614-555-8888




3

Your Street Address
Your City, State, Zip Code
Today's Date

Name of Manager or Human Resources Director
Job Title of That Person

Organization's Name

Street Address or Post Office Box

City, State, Zip Code

Dear Mr./Ms.

[ am writing to apply for the position of “X" that you advertised in the Sunday “Good Jobs R-Us” news-
paper. Having four years of experience as an “X," I think I may be a good match for your requirements.

Enclosed is a copy of my resume for your review. As you will see, my background includes “a,
b, and ¢” (skills or experiences asked for in the ad). My strengths are in the “x, y, and 2" areas
you need (these are the “preferred” or “desired” items listed in their ad).

Thank you for your consideration. I look forward to being able to meet with you so that I may
explain how I think I could make a contribution to “Organization’s Name” as an “X". I will call
next week to arrange a time to meet with you.

Sincerely,

Your Name
Your Telephone Number

enclosure

Source: Career Resource Manual for Returning Peace Corps Volunteers. Washington, D.C.: Peace Corps Office of Returned Volunteer Career Services, 1995.

lAction [Verbs Ei"i‘ective Resumes

A
achieved
adapted
addressed
adjusted
administered
arranged
assembled
assessed
needs of
assigned
authored

B
built
budgeted

C
calculated
changed
checked
collaborated
communi-
cated
compared
completed
conceived
conducted
coordinated
created

D helped
decided hired
defined
delegated I
demonstrated  identified
designed implemented
determined improved
developed increased
directed informed
drafted initiated
instructed
E interpreted
eliminated introduced
ensured
entered J
established  judged
evaluated justified
examined
expanded K
expedited kept

2 L

filed launched

finalized led
fixed located

G it

generated maintained

guided managed
mastered

H monitored

handled

headed

I

noted
negotiated
nominated

0
observed
obtained
organized
originated

P
participated
perfected
performed
persuaded
piloted
pinpointed
planned
prepared
presented
prevented
produced
promoted
proposed
proved
provided
purchased

Q
questioned

R
recognized
recommend-
ed
recorded
reduced
re-evaluated
referred
refined
regulated
reported
represented
reorganized
researched
resolved
responded
restored
retrieved
revamped
reviewed
revised

S

saved
scheduled
screened
selected

set up
simplified
solidified
solved
spearheaded

spoke

streamlined
strengthened

structured
supervised
supplied
supported

m

<+

trained
transferred

transformed

translated
treated

U
updated
upgraded
used

v
validated
verified

Adapted from Job Transition Manual. Deerfield II.: Baxter Healthcare Corporation Institute for
Training and Development, 1994.
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Sample |Questions Prospective Employers

Why is this position open?

What are some of the objectives you would like accomplished in this joh?

What kind of support does this position receive in terms of people, finances, etc.?

What are some of the more difficult problems that one would have to fuce in this position?
How do you think these could be handled hest?

What freedom would I have in determining my work objectives, deadlines, and methods of
measurement?

Where could a person go who is successful in this position and within what time frame?

In what ways has this agency/organization been most successful in terms of products or ser-
vices over the years, particularly more recently?

What significant changes do you foresee in the near future?
How would you describe your management style?

What do you see as my strengths, shortcomings, and chances for this position?

Source: You Can Do It! Deerfield, IIl.: Baxter Healthcare Corporation Institute for Training and
Development, 1990.
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a[‘m m

-ecccccce

1492 Columbus Circle
Ft. Worth, Texas 77542
May 5, 1997

Mr. Scott Dobbs, President
Food for the World, Inc.
6160 Rice Avenue

Dallas, Texas 76530

Dear Mr. Dobbs,

Jan Winkle was right when she said you would be most helpful in advising me on « career in
nutrition.

[ appreciate your taking time from a busy schedule to meet with me. Your advice was most help-
ful, and I have incorporated your suggestions into my resume. I will send you a copy next week.

Again, thank you so much for your assistance. As you suggested, I will contact Mr. Robert
Russell next week regarding career options.

Sincerely,

Camille Marks

Source: Career Resources Manual for Returning Peace Corps Volunteers. Washington, D.C.: Peace Corps Office of Returned Volunteer Career Services, 1995.
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employment

1066 Hastings Court
Syracuse, New York 72205
November 16, 1996

Dr. Marvene Johnson
Personnel Department
Myrtle Corporation

17 Hatfield Drive
Syracuse, New York 12291

Dear Dr. Johnson,

Thank you for the opportunity to interview with you yesterday for the Management Trainee
position. I enjoyed meeting you and learning about Myrtle Corporation. I was especially
impressed with your progressive stance regarding personnel issues.

Your organization appears to be moving in « direction that parallels my interest and career
goals. The interview confirmed my initial positive impressions of Myrtle Corporation, and I want
to reiterate my strong interest in working for you. My experience in managing a small-business
cooperative, plus my training in communication, will enable me to progress steadily through your
training program and become a productive member of your management team.

Again, thank you for your consideration. If you need any additional information from me,
please feel free to call.

Sincerely,

James Harris

Source: Career Resources Manual for Returning Peace Corps Volunteers. Washington, D.C.: Peace Corps Office of Returned Volunteer Career Services, 1995.
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Phase [Five: [Readjustment

Sometimes job seekers get stuck in a search
and need to readjust their strategies or begin
the process again, both of which can be dis-
heartening. If this happens to you, it may
mean that you need to put more attention into
the self-assessment and research phases of the
job search process. Do them again if you didn't
spend much time on those two phases. After
doing so, if you remain stuck, talk to a profes-
sional career counselor, who may be able to
help you get "unstuck” more quickly than you
Can on your own.

After a successtul job search, you may enjoy
your new job for quite a while. Eventually,
however, most people decide to look for another
job either within or outside the organizations in
which they currently work. They begin new job
searches and enter new transitions.

Sometimes, forces beyond their personal con-
trol thrust job-holders—even those content
with their jobs—into another job search. For
example, one spouse is transferred to another
city, but both want the family to live in one
place. Or someone’s job is eliminated because of
budget cuts or a« merger. Such forces, which are
pretty much beyond their control, can put peo-
ple back into the job search process.

QUESTIONS TO ADDRESS FOR AN
UNSUCCESSFUL JOB SEARCH:

sam What steps did you skip or not pay atten-
tion to?

&am What is keeping you from being success-
ful as a job seeker?

&am Who can help you figure out what went
wrong and how to correct it?

QUESTIONS TO ADDRESS FOR A

NEW TRANSITION
&am How do you feel about this new transition?

&am What can you do to get control of this sit-
uation (if the transition was imposed,
not chosen)?

&am What is different from your previous job
search? (For example, you may have
developed some new skills that you want
to use in your next job.)

&am What is the same as in your previous job
search? (For example, your values or
priorities may not have changed.)

&am What was satisfying and not satistying
at your most recent job?

TASK TO COMPLETES

&am Begin the self-directed job search cycle
all over again!

If you find yourself at phase six, you have ful-
filled your goal of finding employment. Now,
having found it, you are ready to think about
making your new job a success.

QUESTIONS TO ADDRESS:

&am What do you want to get out of your new
job?

&am What steps can you take to be sure your
new job is a success?

&am How can you make the best of opportu-
nities that exist at your new workplace?

TASKS TO COMPLETE:

&am Understand and operate successfully
within the culture of the new workplace.

&am Understand and make use of learning
and training opportunities.

gam Find and benefit from a mentor.
&am Be realistic about your aspirations.

&am Deal with any conflicts at the new work-
place.

&am Enjoy the new workplace.

[

NEW=JOB “JITTERS”

If you have enjoyed your AmeriCorps experi-
ence, you may find it hard to leave. This has
been a setting in which you've been successtul,
challenged, and supported, and in which
you've probably had fun. Starting all over
again may have limited appeal, to say the
least. Moreover, AmeriCorps members often
have earned some status in their communities.
Giving that up to become a new person in
another organization can be hard.

As anyone who has started a new job knows,
entering a new and unknown workplace can he
tough. New responsibilities, new co-workers, a
new supervisor—all these can be daunting at
first. Combining a great deal of challenge and lit-
tle perceived support (it may be there but may go
unrecognized), a new job can be the source of
considerable anxiety for a while.

UNREALISTIC EXPECTATIONS

As you begin a new job, try to guard against
unrealistic expectations. Sometimes, new
employees assume that their skills and knowl-
edge qualify them for work beyond their capa-
bilities and experience. In other words, their
reach is somewhat heyond their immediate
grasp. Be realistic about what you offer, and
work from there.

No magic strategies exist to move you from
entry-level clerk to president of an organiza-
tion in two years. However, it's true that hard
work, continual learning and upgrading of
skills, and a good attitude can help you move
up. But moving up is a mostly gradual process
in today’s market. Creating a life with eco-
nomic henefits—a home, car, education for
your children, etc—is a difficult task, and
one that doesn't happen overnight or without a
great deal of commitment and hard work.

Try to be realistic. If you are not, you will be
disappointed and probably unsuccesstul in the
workplace. Take one step at a time.



SKILLS YOU WILL NEED

According to a U.S. Department of Labor study,
the attributes adults need if they are to be suc-
cessful at work fall into three areas—hasic
skills, thinking skills, and personal qualities
(Report of the Secretary's Commission on
Achieving Necessary Skills. What Work Requires
of Schools. U.S. Department of Labor, 1991).

Basic Skills
5w Reading
=m Writing
&am Listening
&am Speaking

gam Arithmetic and mathematics

Thinking Skills
&am Creative thinking
&= Decisionmaking
&= Problemsolving
&am Ability to learn

&=am Reasoning

Personal Qualities
&am Responsibility
gam Self-esteem
&am Sociability
&am Self-management

&am [ntegrity/Honesty

A second study summarized four basic areas
that employers consider when evaluating job
performance (June Goodman and Judith
Hoppin, cited in ]. Hoppin and H. Splete, (Eds.),
Curriculum for Career Development Facilitators,
Rochester, Mich.: Oakland University, 1996,
pp. 4-40).

Dependability/Reliability. Employers want
employees to come to work as scheduled unless a
strong, legitimate explanation is given. Further,
employees must have the ability to follow
through on a task without continual supervision.

Punctuality. To be successful, employees
must report to work on time and ready to work.
This expectation applies as well to meetings,
breaks, and lunch times.

Quality of Work. Company and job survival
both depend upon employee ability to produce
a product or service of quality.

Quantity of Work. Productivity is also an
important element of success on the job.

A third study of employer expectations identi-
fied these basic skills as critical to job perfor-
mance (“Workplace Basics.” American Society
for Training and Development, 1988):

&= Knowing how to learn

&am Beading, writing, and computation
&am Listening and oral communication
&am Adaptability

&am Personal management (ability to set goals,
motivate yourself, and build self-esteem)

&am Group effectiveness

&am [nfluence (understanding the organiza-

tion and informal networks, establish-
ing influence so as to contribute ideas)

In reviewing these lists of skills, you may
find that you've developed or enhanced many
of them during your AmeriCorps service and

training. Answer the following questions and
share the second list with your supervisor
and/or mentor at your new workplace as soon
as you feel ready to do so. He or she will be able
to help you identify ways to develop and/or
enhance the skills you'll need to be successful
at your new workplace. -

What skills and qualities have you developed and used so far?

What skills and qualities do you need to work on in your new job?
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GETTING POSITIVE EXPOSURE
T YOUR NEW WORKPLACE

Al

While you may have had a lot of flexibility and
autonomy during your AmeriCorps service,
you may find your new employer keeping a
tight rein on you as a new employee. Don't
despair. Such circumstances are common for
the first few months until new employees
prove themselves. There are several ways you
can work to become accepted, to take on
responsibility, and to become a valued member
of your new workplace quickly.

Use the self-management skills you've
learned throughout your life. Be friendly, meet
deadlines, take initiative, pull your weight, go
the extra mile, and be enthusiastic.

Learn the organizational culture and work
within it. During your AmeriCorps service,
you have experienced training and firsthand
exposure to many cultures. And you have
learned that diversity means more than race
or ethnicity or regional differences; diversity is
also evident in the cultures of organizations.

How would you describe the culture of your
workplace? How do people dress, interact with
one another, communicate, and treat cus-
tomers and clients? Do things seem formal or
informal? How do people in the organization
operate? Don't always trust first impressions;
it's safer to observe and ask questions. Learn
what works and what does not. As you begin to
gain confidence, use the accepted ways of pre-
senting and/or communicating information
and of leading.

(Note: As you begin to learn the culture of
your new workplace, you may discover certain
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norms that make you uncomfortable. This
could mean that your personal values conflict
with those of the organization; if this is the
case, you may find it difficult to work there. For
long-term satisfaction, it is important to find an
organization with values similar to yours.)

Volunteer for projects. Treat your new
workplace as a new community, because it is.
Become active within this new community. If
you move outside your sphere of work, you will
become visible and a part of the informal net-
work more quickly. Making and keeping com-
mitments is always a good work strategy.

Demonstrate a team player attitude. In the
workplaces of the future, team players with
many skills will be critical. Work cooperative-
ly with others. Show your spirit, commitment,
and versatility.

Be willing and euger to learn new skills
and experience different situations. Although
your AmeriCorps service has exposed you
to many training opportunities, you
may find such opportunities far
less common (and less formal,
as well) in your next work-
place. In some organiza-
tions, the training is infor-
mal and has to be sought out.
For example, rather than
attending a formal training ses-
sion on the computer system at your
new workplace, you may have to acquire
knowledge and skills on your own through
trial and error and/or by asking co-workers.
Stay on the lookout for ways to increase and
improve your skills.

Find and learn from a mentor. A mentor is
“any person with useful experience, knowledge,
skills or wisdom” who “offers advice, informa-
tion, guidance, support or intervention to anoth-
er for that individual's personal and profession-
al development” (Heiser, L., Final Proposal for a
Career Information and Mentoring Network,
Baltimore, Md.: The Johns Hopkins University
Career Management Program, 1997, p. 4). You
may have had one or more mentors as an
AmeriCorps mem-
ber. Now it is time to
find another at your
new worksite. A
mentor can orient
you and assist you with career development
opportunities and ongoing professional develop-
ment needs (p. 7). Although some workplaces
have formal mentoring programs, most do not.
After you've been on the job for a while, you
may identify someone who can serve as an
adviser, supporter, and coach for you within
the organization. Ask that person
for help. Be clear about your
expectations.

A mentor can help you better
understand the way the
organization functions, give
you a history of past prac-
tices, encourage your partici-
pation in new projects, introduce
you to influential people in the organi-
zation, and generally guide you along your
way in the new workplace.

Learn from your mistakes. Accept the fact
that you will mess up occasionally. Employees
who don't make mistakes may never try new

e friendly, meet
deadlines,

take initiative,
and e enthusiatic

ideas. However, try not to make the same mis-
take more than once.

Resolve conflicts maturely and with good
will. Contlicts are inevitable at the workplace.
When they arise, use the conflict mediation
skills  you've through  your
AmeriCorps service. Don't let conflicts escalate
until they are too hig to handle.

learned

Use your sense of humor to your hest adven-
tage. A good sense
of humor will take
you a long way in
the world of work. It
can reduce con-
flicts, make the workplace more enjoyable, and
help you to make friends and allies.

Exercise the essential ingredients of inno-
vative, successful leadership (described by
Bennis and Namus in Leadership: Strategies
for Taking Charge):

&am a clear sense of purpose;

gamstaying on track through tenacity and
commitment; and

gam viewing mistakes and sethacks as learn-
ing opportunities.

Work smart. In today’s workplace, every-
one has too much to do. Your best bet is to set
priorities for yourself. Spend time on the most
important projects first, and then get to the
others as you can. Your priorities may be dif-
ferent from those of your supervisor. Resolve
that difference together.



Starting

Based

Organization

Bus iness

This section is designed to introduce you to the
general attributes needed for entrepreneurial
pursuits and to some sources of information. It
is a beginning for the budding entrepreneur,
not a comprehensive approach to the topics.

Do you want to be your own boss? Do you
want to contribute further to the community in
which you live or serve? Do you have a great
idea for a new product or service, an improved
version of an existing product or service, or a
way to capitalize on a community’s assets
while working to solve its problems? Do you
like managing your
own time and mak-
ing decisions and
accepting their con-
sequences—posi-
tive or negative? Do other people sometimes
ask you to provide a product or service or new
ideas or creative solutions to problems? Are
you willing to work harder and longer than
you ever have before? Can you imagine hav-
ing the creativity, pragmatism, perseverance,
commitment, and independence needed to be a
successful entrepreneur or community organi-
zation founder?

if yeu de decide te start
yeur ewn wusiness, yeu'll

e in geed cenpany

As an AmeriCorps member, you may have had
a taste of the entrepreneurial spirit within a com-
munity-based organization as you've indepen-
dently carved out a niche in your community;
decided what needed to be done; considered and
implemented creative options to deal with issues;
located resources and allocated them as careful-
ly as possible; raised money; found experts and
evaluated their direction/advice; created and
kept to a budget; managed your own time; and
made your own decisions. If you've enjoyed those
aspects of your AmeriCorps service, you might
want to think about starting your own commu-
nity-hased organization or business.

If you do decide to start your own husiness,
you'll be in good company. According to Richard
Bolles, author of What Color is Your Parachute?,
more than 10 million Americans (one in every
twelve workers) work in their own businesses.
(Richard Bolles. What Color is Your Parachute?
Berkeley, Calif.: Ten Speed Press, 1995.) Women,
who are starting businesses at twice the rate of
men, make up over 30 percent of all small busi-
ness owners. From 1989 to 1991, the fastest
growing industries
for U.S. small busi-
ness were computers,
software, and com-
puter-related  ser-
vices; health care; oil and gas exploration; public
golf courses; and business consulting (from the
Small Business Administration and the Census
Bureau, cited in The Washington Post in 1995).

It there is such a thing as an “entrepreneurial
personality,” do you have one? Successful new

business owners and founders of community-
based organizations tend to be alike. Following
are descriptions of those who tend to be success-
ful and some advice that applies to both commu-
nity-based organization and business start-ups.

&am Successful founders of community-based
organizations and new businesses go
with what they know to be a certain mar-
ket, asset or need, and learn what they
need to know to be successtul. They
know how to focus. This means having
an idea or product or a way to deal with
an issue that is simultaneously realistic
and creative. It also has to be needed and
wanted by large numbers of people
and/or organizations. Having a great
idea for a new business isn't enough. You
have to be able to sell it. And getting
“buy-ins” from the community at the
grassroots level, from informal and for-
mal leaders, is critically important with
a community-based organization, as you
have learned through your AmeriCorps
service. Listen carefully to what commu-
nity members say. It is tough to find oth-
ers who share your passion. Experts sug-
gest that clarity about what needs to he
done and support based on relationships
with people and other organizations that
have resources you need—such as
money, expertise, and time—are critical.
Further, who will be your “competition?”
Sometimes with a community-based
organization, there is no need to create a
new organization. You can join or piggy-
back upon an existing one. Location is
also critical for both nonprofits and busi-
nesses. For example, if a youth service

organization is not located near a school
and is far away from public transporta-
tion, it will probably not be used.

gam Successful founders of community-

based organizations and new businesses
meticulously prepare for, and put their
whole hearts and all their energy into,
their work. They also are able to achieve
some balance in their lives. As impor-
tant as running the new organization or
business is planning for it and having
the commitment to sustain yourself dur-
ing the hard times. A clear, detailed
business plan is essential. Make very
clear commitments to very specific
tasks. There are many books and other
resources available on the elements of a
business plan such as financing, mar-
keting strategies, distribution tech-
niques, and all the other elements
required to make the business success-
ful. A nonprofit or business start-up is
not a good place for those who want to
work only forty hours a week. New
organizations and businesses require a
lot of energy and, sometimes, blind faith.
Expect craziness and disappointment at
times. It can be emotionally tough and
very hard to do, but also very reward-
ing. Try to balance an all-out commit-
ment to a new nonprofit or business with
time for yourself, family, and friends.
Have some fun once in a while.

&am Successful founders of community-based

organizations and new businesses are
willing to take risks. These risks are more
than financial. Self-esteem, time with
family and friends, psychological well-
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being, time for leisure activities, and qual-
ity of life may also suffer. With a new orga-
nization or business there are no guaran-
tees—failure is always a possibility.

Examine your motives for starting a commu-
nity-hased organization or business, and iden-

TYPE OF ORGANIZATION/BUSINESS

tify what you expect to gain from the adventure.
There are no right or wrong expectations; just
be honest with yourself. List below the type of
organization you dream about, why you want to
start it, and what you expect to get out of it. Are
you being hoth realistic and creative? -

liotivations

Expected Gains

Experts agree that starting a for-profit or non-
profit enterprise requires similar knowledge.
Whether you are considering a start-up nonprof-
it or business, there are several areas of expertise
you need to have,
acquire, or get from
others with whom you
are planning:

samfeasibility studies/community and/or
market assessments

gam motivation and self-esteem

& legal issues

&am business promotion

& networking

e funding sources

&am assessing personal financial strength
e identifying interests and skills

Eam assessing self-employment potential

gamconducting market/community needs
and assets surveys

&am planning marketing strategies

& maintaining business records

&am managing customer credit (for businesses)
& setting goals

&am creating business plans, including identity-
ing the people needed to make the venture
a reality and determining the financial
investment needed to launch and main-
tain the business through its first year

there are ne right er

wreng expectatiens;
e henest with yeurself

Sources Assistance

If you are considering and/or preparing for a
start-up, following are several sources of assis-
tance you can call upon. Whether your organi-
zation will be for-profit or nonprofit, take
advantage of what is
available to you.
just

Although some sources
of information are
specific to nonprofit or for-profit enterprises,
prospective entrepreneurs should consult all
sources for assistance.

GOVERNMENT ORGANIZATIONS
FOR BUSINESS DEVELOPMENT

Local vocational schools, community colleges,
economic development offices, and Small
Business Administration centers offer various
kinds of training for the prospective entrepreneur.

The Small Business Administration (SBA),
an agency of the federal government, serves as
an advocate for small business in the United
States. The agency funds fifty-five Small
Business Development Centers (SBDCs) and
750 service locations across the country to edu-
cate current and prospective business owners.
Those centers, often affiliated with universities,
state and local governments, and private busi-
nesses, offer workshops and/or classes.

To get information on SBA services and/or to
locate your local SBDC, call SBA's “answer desk”
at 1-800-8-ASK-SBA, or retrieve information
on-line at: www.sba.gov



SCORE (SERVICE CORPS OF
RETIRED EXECUTIVES)

SCORE is a national network of former busi-
ness people with an average experience of thir-
ty-five years. Available through the SBA, mem-
bers offer counseling services to prospective
and current business owners without charge.

OTHER ORGANIZATIONS

Businesses for Social Responsibility

609 Mission Street, 2nd Floor

Sun Francisco, CA 94105-3506

(415) 537-0888

www.bsr.org

BSR is a membership organization for compa-
nies of all sizes and sectors. Its mission is to
help its member companies achieve long-term
commercial success by implementing policies
and practices that honor high ethical stan-
dards. Eleven regions support members at
local levels.

Compass Point Nonprofit Services

706 Mission Street, Fifth Floor

Sun Francisco, CA 94103

(415) 541-9000

www.compasspoint.org

Compass Point Nonprofit Services is the
national parent organization for thirteen affili-
ate support centers nationwide. The affiliates
are in Ann Arhor, Atlanta, Boston, Chicago,
New York, San Diego, Providence, San
Francisco, Orlando, Tulsa, Oklahoma City,
Santa Barbara, and Washington, D.C. They
provide professional development seminars in
nonprofit management and technology as well

as consulting services and print relevant
materials.

Co-op America

1612 K Street, NW, Suite 600

Washington, DC 20006

(300) 58-GREEN

(202) 872-5307

coopamerica.org

Co-op America is a national nonprofit organi-
zation that provides economic strategies, orga-
nizational power, and practical tools for busi-
nesses and individuals to address social and
environmental problems. It seeks to educate
and empower U.S. citizens and businesses to
make significant improvements through the
economic system.

Echoing Green Foundation

198 Madison Avenue, 8th Floor
New York, NY 10016

(212) 689-1165

e-mail: general @echoinggreen.org
www.echoinggreen.org

Echoing Green is a nonprofit foundation that
applies a venture capital approach to philan-
thropy. Through its fellowships, the foundation
provides seed money and technical support to
social entrepreneurs starting innovative pub-
lic service organizations and projects that seek
to catalyze positive social change. Individuals
must apply through participating under-
graduate or graduate programs or community-
based organizations. Graduates of a limited
number of schools are eligible to apply for
funding. Check the website for information
about which schools’ graduates are eligible.

Foundation Center

79 Fifth Avenue

New York, NY 10003-3076

(212) 620-4230

www.fdncenter.org

The Foundation Center provides seminars and
comprehensive library/resources, including
numerous in-house publications, ahout fund-
raising, nonprofit management and potential
sources of funding. The Foundation Center in
Washington, D.C., also provides comprehensive
services at 1001 Connecticut Avenue, N.W, Suite
938, phone (202) 331-1400. Centers in San
Francisco, Cleveland, and Atlanta offer regional
information. Additionally, major libraries across
the nation include Foundation Center collections.
Call the New York or Washington, D.C., office to
find the library resource collection nearest you.

National Center for Nonprofit Law

2001 S Street, N.W,, Suite 410

Washington, D.C. 20009-1125

(202) 462-1000

National Center for Nonprofit Law provides
information, education and documents to
lawyers, trustees, volunteers and staff on the
legal, financial and organizational issues fac-
ing nonprofit institutions. This organization
also operates a clearinghouse of legal docu-
ments successfully used by members for other
members, conducts educational seminars, and
publishes briefing papers in plain language.

National Council of Nonprofit Associations
1001 Connecticut Avenue, N.W,, Suite 900
Washington, D.C. 20036

(202) 833-5740

www.nena.org

The affiliates of this group offer assistance to
persons or groups in thirty states. They know
the general requirements of nonprofit incor-
poration and also provide jurisdiction-specific
information. Some affiliates offer workshops
and management support to nonprofit organ-
izations. For example, the Minnesota Council
of Non-Profits has a web page on how to start
a nonprofit in Minnesota: www.mncn.org

National Foundation for Teaching
Entrepreneurship

120 Wall Street, 29th Floor

New York, NY 10005

(212) 223-3333

www.nfte.com

NFTE (pronounced “nifty”) is an international
nonprofit organization that introduces at-risk
teens from inner cities and other low-income
communities to the world of business and
entrepreneurship by teaching them how to
develop and operate their own legitimate small
businesses through in-school, after-school, and
camp experiences. To date, about 10,000 stu-
dents have participated in the NFTE program.

Net Impact

660 Marlket Street, Suite 210

San Francisco, CA 94104

(415) 984-3300

www.netimpact.org

This is a professional network of emerging
business leaders committed to using the power
of business to create a hetter world. The web-
site includes a Career Services Center for
members and links to contacts at over 40 cam-
puses nationwide.
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Social Venture Network

PO0. Box 29221

San Francisco, CA 94129-0221

(415) 561-6501

www.svn.org

The Social Venture Network advances the
movement for responsible business, including
support of numerous member efforts to develop
and evolve business and social ventures. The
Social Venture Network provides interactive
opportunities for entrepreneurs to focus on
problems faced by CEOs who are attempting to
run socially responsible businesses.

(Amherst H.) Wilder Foundation

919 Lafond Avenue

St. Paul, MN 55104

1-800-274-6024

Through its publishing center, the Wilder
Foundation provides information individuals
might be able to use in the programming
and/or management of their own social wel-
fare organization. The foundation focuses on
best practices and oriented to results.

Youth Service America

1101 15th Street, N.W,, Suite 200
Washington, D.C. 20005

(202) 296-2992

e-mail: info@ysu.org

www.servenet.org

Youth Service America sponsors community
entrepreneurs through the Fund for Social
Entrepreneurs. It also has a resource guide,
Answer the Call, that profiles more than fifty
youth service organizations and -eighty
national and community organizations.
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BUSINESS OWNERS AND
FOUNDERS/DIRECTORS OF
COMMUNITY-BASED
ORGANIZATIONS

An excellent source of information are people
in your own community who are already oper-
ating businesses or have started businesses or
nonprofits themselves. They have experienced
the thrills and challenges of the first year,
know the market for their product/service
well; they may be familiar with funding
sources and similar ventures; they probably
have additional sources of information and
assistance; and they most likely will be willing
to offer advice and encouragement to a
prospective member of the community. Many
business owners and nonprofit directors are
affiliated with professional groups such

as the Chamber of Commerce or a
group of nonprofit directors,
which you might want to join
or at least meet its members.

Be prepared to ask hard

questions. Be sure to ask

what went well for them and
what didn't. Learn from their
mistakes.

Don't assume that only people in a non-
profit or business similar to the type you are
considering will be helpful. Talk with as many
people as you can to get their advice.

MORE HELP AVAILABLE

There are numerous publications that can
help you as you start your nonprofit or busi-
ness. Start with the publications listed in this
section and your local library. Also take

advantage of written or electronic assistance
through your state, regional, local, and/or city
government offices of economic development.
Other resources are listed in the section called
Starting a Community-Based Organization on
page 75 and in Appendix D, page 96.

Doing

Nothing?

This section is for people who are making no
plans for their lives after AmeriCorps. This is
a position that AmeriCorps members

sometimes find themselves in;
perhaps they lack the energy to
pursue their next steps imme-
diately, maybe they need
more information, or mayhe
the cause is something else
entirely. If this describes you,
take a few minutes to review the
following material.

It might be helptul to look at some of the rea-
sons AmeriCorps members find themselves
doing nothing. Here are seven of the most com-
mon:

gam [f they lack experience with transitions,
AmeriCorps members may be intimidat-
ed by the planning and work needed to
change.

&am Members who lack support from family

and friends for their next steps may
have too little confidence to move on.
People need a lot of support during
change; without it, the process becomes
much harder.

&am AmeriCorps members who had a great
service experience may be sad about
leaving and unable to think about next
steps.

&am Those who had a bad service experience
may be avoiding the next step, fearing
that another bad experience will follow.

&am Members may have worked so hard that
they cannot raise the energy and spirit
needed to gather information and make
decisions about next steps.

&am Some members, believing themselves to
have few skills, may feel hopeless about
their prospects after AmeriCorps.

&am AmeriCorps members may fear that
what they want for the future and what
they can actually achieve are very far
apart. These members may be afraid of
failing, have unredlistic expectations, or
lack confidence in their ability to
succeed.

Whatever their reasons, some AmeriCorps
members will find themselves doing nothing
for a while after their service ends. The impor-
tant thing to remember is that doing nothing is
a choice, just as seeking employment, starting
a business, or going back to school are choic-
es. Although doing nothing may be more pas-
sive than active, it is a choice nonetheless.



If any of this section relates to you, think about
what might account for your lack of action
toward a next step. To get some help with this,
ask your AmeriCorps colleagues—other
members, the AmeriCorps leader, supervisors,
your program leader—as well as family and
friends. (People you trust and who know you
well have your hest interests at heart.) They
will probably be candid and have some pretty
good ideas about why you're “stuck” where
you are.

Next, determine whether you want to change
your behavior. Is there something you want to
pursue but can't, for some reason? Or are you
content to continue doing nothing?

If you decide you really want to change your
behavior, ask for help. In some cases, a gentle
nudge in the right direction might get you
going. Or maybe more attention, training, or
support is needed. Some members who are
content doing nothing may need time to
“debrief” from or to mourn the loss of the
AmeriCorps experience. Others may feel pow-
erless and unable to move on. They may need
to seek career and/or personal counseling.

Sometimes “helpers” find that it is hard to
help themselves. AmeriCorps members who
are in this position might try to step back and
view themselves as they would a community
member who needs help. What would you do
for someone in a position like yours? Figure
out your response to that question, and then
follow your own advice.

If you are doing nothing and are unhappy
with that fact and unable to get out of your rut,

be as good to yourself as you can. Exercise, eat
and sleep well, spend time with people you love
and enjoy, volunteer for something. Do what-
ever makes you feel good about yourself.

Finally, remember that there are no easy
answers to getting out of a rut. However, there
are two things you can do while you find your
way—Iook for the help you need (or ask others
to do it for you) and give yourself a break. In
other words, be as good to yourself as you can.
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