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ARE YOU LOOKING FOR 
A JOB, BUT NOT GETTING 
RESULTS?

The Family Member Employment 
Assistance Program (FMEAP) 
provides the tools needed to be 
successful in the workforce and 
the encouragement to achieve 
that success! 

ü	Career Coaching

ü	Assessment Workshops

ü	Job Search Assistance

ü	Career Strategies

ü	Volunteer Opportunities

Learn how to effectively 
“MARKET” your skills on 
your resume and target what 
companies truly value.

Find out how to connect to 
the “HIDDEN” job market and 
MAXIMIZE your job search.

Discover how to identify your 
skills and abilities and use 
labor market data to develop 
successful career strategies.

Connect to resources and learn 
networking techniques.

Find volunteer opportunities 
and learn how to use them to 
expand your experience to 
build a better resume.

CREATE A COMPETITIVE 
EDGE RESUME 

It’s easy to create a resume that 
looks like everyone else’s. But 
to win that interview, you need to 
go further. 

If you want a resume that SELLS 
YOU to potential employers 
and communicates what’s truly 
special about YOU so that 
employers pick up the phone to 
schedule interviews, YOU WILL 
have to put in some EFFORT.

There are NO SHORT CUTS!

Market YOURSELF like a 
PRODUCT! 

CREATE content that SELLS! 

Sell yourself and your PERSONAL 
BRAND!

Make it easy for employers to 
pick you. Communicate who you 
are, what you offer, and what 
makes you different from other 
applicants.

You must QUICKLY and CLEARLY 
communicate your brand in 20 
seconds. 

A resume profile tells the reader 
exactly why she/he should hire 
you.  It is a “mini-resume” - 
summary of your strengths and 
experiences that communicate 
exactly how you will add VALUE. 
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Employers want to know,  
“What is in it for me”?  

o  Will you make a positive  
     impact on my company?

o  Will you add sales?

o  Help us be more organized?

o  Ease my workload?

o  Boost profits? Cut costs?

o  Enhance productivity?

o  Negotiate better deals?

o  Solve a problem?

o  Build relationships?

o  Attract new customers?

o  Retain existing customers?

o  Train staff?

o  Lead teams?

o  Spearhead initiatives?

o  Enhance performance?

o  Improve efficiency?

o  Introduce new ideas?

REMEMBER, you are trying 
to persuade strangers to pay 
attention to YOU.  You must show 
them why they should care about 
YOU and how they will benefit.

IDENTIFY YOUR 
TRANSFERABLE SKILLS 
AND USE KEY WORDS 
EFFECTIVELY

Your transferable skills are a 
major selling point that sets you 
apart from other job seekers. 
Make sure you know YOURS.

The specific words you use 
in your resume are critical for 
communicating your VALUE.

80% of companies report that 
they use some type of Applicant 
Tracking System (ATS).  This 
is what makes Search Engine 
Optimization (SEO) so important. 

These systems focus on 
keywords, words in the body 
of your resume that mirror 
the words of importance in 
the position description.  The 
candidates that most closely 
“MATCH” the job description get 
the interview.

If your resume doesn’t hit 75% or 
better of the requirements, you 
will not get the interview. How do 
you prevent this from happening?  
Simple…know the “keywords” and 
cater your resume to the position 
description. Always include terms 
in your resume that are industry 
or position specific.
ANALYZE the Job Description.  
WHAT are the employers 
looking for?
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LIST & COMPARE “THEIR 
NEEDS” with YOUR skills  
and experience.

MATCH your skills and  
experience and use  
KEY WORDS.

Don’t just tell it - SELL IT and 
PROVE that you have just what 
they are looking for!

KEYWORD nouns tend to be the 
“hard” skills, industry-specific 
qualifications, and job-specific 
terms employers look for in a job 
candidate. Here’s a list of general 
skill and qualification areas 
to consider when listing your 
keywords:

o  Degrees or Certifications

o  University /College Names

o  Job Titles

o  Product Names

o  Technical Terms

o  Industry Jargon

o  Job-specific Buzzwords

o  Company Names

o  Service Types

o  Professional Organizations

o  Software/Hardware 

FOCUS ON 
ACCOMPLISHMENTS, 
IMPACT AND RESULT

Anyone can list duties 
and responsibilities, but 
accomplishments give you 
credibility.  They also help your 
resume come alive.

Companies hire employees if they 
feel that they will ADD VALUE to 
their business.

A strong resume is PROOF that 
YOU have made an IMPACT 
on previous employers. Most 
resumes do not provide 
enough proof.  They focus on 
responsibilities and not enough 
on ACCOMPLISHMENTS. 

Your resume needs to contain 
short but persuasive examples of 
your career accomplishments - 
those times when you have made 
a difference to your employer. 
These are generally presented 
as bullet points below each job 
description.

Position your resume from a 
results-driven perspective so that 
it states your strengths and skills 
as a “benefit” for the company.

FOCUS on a challenge - action 
- results formula or (C.A.R.) aka 
problem-action-results (P.A.R.) 
that existed before you took 
action. 

What was the CHALLENGE, 
PROBLEM or SITUATION that 
existed before you took action?
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What ACTION did you take and 
why? What was the RESULT of 
your actions? How were things 
different when you were done?

Challenge: Benefits costs were 
rising and management wanted 
to cut part-time staff out of the 
plans in order to save money.

Action: Worked with broker 
to closely analyze claims 
history and came up with 
minor modifications to the plan 
that would impact very few 
employees.

Result: Negotiated a renewal 
of health benefits at 10% below 
nationwide average increase 
and kept part-time staff on the 
benefits plan.

Challenge:  The consulting 
company did not have an 
accurate way of tracking projects 
of consultants. Action:  I learned 
Access and created a resource 
database. Results:  The new 
system allowed management 
to efficiently allocate 70 
consultants.

ACTIVATE YOUR RESUME 
BY QUANTIFYING 
ACHIEVEMENTS AND USING 
POWER WORDS

Using numbers to define and 
clarify your achievements 
can make a much greater 
impression. It paints a 
picture of what you have 
ACCOMPLISHED. Always begin 
each bullet with an action verb. 

o   Deliver 10% increase in   
      productivity by ….. 

o  Reorganized HR filing  
      systems by.… 

o   Boosted sales by….

o   Transformed office into…..

Action words, or verbs, ignite 
an otherwise dull resume by 
setting your skills on fire –  
giving your credentials 
authority and power. Verbs are 
important to include on your 
resume since they show hiring 
managers what you’ve taken in 
previous jobs.

You’re being hired to DO 
something – so show what 
you’ve DONE in the past by 
preceding your skills and 
experiences with action verbs! 

Certain words can make hiring 
managers do a double take.  
Light up their eyes with these 
10 words and phrases: 

1. Created

2. Increased

3. Reduced

4. Improved

5. Developed

6. Researched

7. Accomplished

8. Won

9. On-time

10. Under budget 
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Communication &
People Skills 

Addressed
Advertised
Arbitrated
Arranged
Articulated
Authored
Clarified
Collaborated
Communicated
Composed
Condensed
Conferred
Consulted
Contacted
Conveyed
Convinced
Corresponded
Debated
Defined
Developed
Directed
Discussed
Drafted
Edited
Elicited
Enlisted
Explained
Expressed
Formulated
Furnished
Incorporated
Influenced
Interacted
Interpreted
Interviewed
Involved
Joined
Judged
Lectured
Listened

Marketed
Mediated
Moderated
Negotiated
Observed
Outlined
Participated
Persuaded
Presented
Promoted
Proposed
Publicized
Reconciled
Recruited
Referred
Reinforced
Reported
Resolved
Responded
Solicited
Specified
Spoke
Suggested
Summarized
Synthesized
Translated
Wrote

Creative Skills
Acted 
Adapted 
Began 
Combined 
Composed 
Conceptualized 
Condensed 
Created 
Customized 
Designed 
Developed 
Directed 
Displayed 
Drew 
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Entertained 
Established 
Fashioned 
Formulated 
Founded 
Illustrated 
Initiated 
Instituted

Helping Skills  
Adapted 
Advocated 
Aided 
Answered 
Arranged 
Assessed 
Assisted 
Clarified 
Coached 
Collaborated 
Contributed 
Cooperated 
Counseled 
Demonstrated 
Diagnosed 
Educated 
Encouraged 
Ensured 
Expedited 
Facilitated 
Familiarized 
Furthered 
Guided 
Helped 
Insured 
Intervened 
Motivated 
Prevented 
Provided 
Referred 
Rehabilitated 
Represented 
Resolved 

Simplified 
Supplied 
Supported 
Volunteered                      

Management &
Leadership Skills 

Administered 
Analyzed 
Appointed
Approved 
Assigned 
Attained 
Authorized 
Chaired 
Considered 
Consolidated 
Contracted 
Controlled 
Converted 
Coordinated 
Decided 
Delegated 
Developed 
Directed 
Eliminated 
Emphasized 
Enforced 
Enhanced 
Established 
Executed 
Generated 
Handled 
Headed 
Hired 
Hosted 
Improved 
Incorporated 
Increased 
Initiated 
Inspected 
Instituted 
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Led 
Managed 
Merged 
Motivated 
Navigated 
Organized 
Originated 
Overhauled 
Oversaw 
Planned 
Presided 
Prioritized 
Produced 
Recommended 
Reorganized
Replaced 
Restored 
Reviewed 
Scheduled 
Secured 
Selected 
Streamlined 
Strengthened 
Supervised 
Terminated 
 

Organizational Skills  
Approved 
Arranged  
Catalogued 
Categorized 
Charted 
Classified 
Coded 
Collected 
Compiled 
Corrected 
Corresponded 
Distributed 
Executed 
Filed 
Generated 

Incorporated 
Inspected 
Logged 
Maintained 
Monitored 
Obtained 
Operated 
Ordered 
Organized 
Prepared 
Processed 
Provided 
Purchased 
Recorded 
Registered 
Reserved 
Responded 
Reviewed 
Routed 
Scheduled 
Screened 
Submitted 
Supplied 
Standardized 
Systematized 
Updated 
Validated
Verified 
 

Research Skills  
Analyzed 
Clarified 
Collected 
Compared 
Conducted 
Critiqued 
Detected 
Determined 
Diagnosed 
Evaluated 
Examined 
Experimented 
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Explored 
Extracted 
Formulated 
Gathered 
Inspected 
Interviewed 
Invented 
Investigated 
Located 
Measured 
Organized 
Researched 
Reviewed 
Searched
Solved 
Summarized 
Surveyed 
Systematized 
Tested 
 

Teaching Skills
 
Adapted 
Advised 
Clarified 
Coached 
Communicated 
Conducted 
Coordinated 
Critiqued 
Developed 
Enabled 
Encouraged 
Evaluated 
Explained 
Facilitated 
Focused 
Guided 
Individualized
Informed 
Instilled 
Instructed 
Motivated 

Incorporated 
Inspected 
Logged 
Maintained 
Monitored 
Obtained 
Operated 
Ordered 
Organized 
Prepared 
Processed 
Provided 
Purchased 
Recorded 
Registered 
Reserved 
Responded 
Reviewed 
Routed 
Scheduled 
Screened 
Submitted 
Supplied 
Standardized 
Systematized 
Updated 
Validated
Verified 
 

Research Skills  
Analyzed 
Clarified 
Collected 
Compared 
Conducted 
Critiqued 
Detected 
Determined 
Diagnosed 
Evaluated 
Examined 
Experimented 

Persuaded 
Simulated 
Stimulated 
Taught 
Tested 
Trained 
Transmitted 
Tutored 
 

Technical Skills  
Adapted 
Applied 
Assembled
Built 
Calculated 
Computed 
Conserved 
Constructed 
Converted 
Debugged 
Designed 
Determined 
Developed 
Engineered 
Fabricated 
Fortified 
Installed 
Maintained 
Operated 
Overhauled 
Printed 
Programmed 
Rectified 
Regulated 
Remodeled 
Repaired 
Replaced 
Restored 
Solved 
Specialized 
Standardized 
Studied 
Upgraded 
Utilized 
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DESIGN MATTERS – KEEP IT 
SIMPLE AND CLEAN 
 
Make the right impression and 
pay careful attention to balance 
font size (no smaller than a 10 
point) and leave enough white 
space.  Use bullets points – 
Employers and Recruiters will 
not take the time to ready 
lengthy paragraphs. Keep it 
easy to read.

LESS IS MORE EDIT - EDIT.  
 
Too much information 
overwhelms the reader & crucial 
facts will be missed.  If the 
info is not likely to make the 
difference between getting an 
interview and being passed 
over, leave it OUT! 
 
You are writing the BROCHURE, 
not the product catalog. Just 
like a brochure, it doesn’t need 
to tell the whole story – just 
enough to make the customer 
want to take action and 
schedule you for an interview.   
 
More tips and samples Dept of 
Labor www.careeronestop.org 
www.turbotap.org and www.
militaryonesource.mil 
 
FEDERAL RESUMES 

www.usajobs.gov/
ResourceCenter & attend 
our MCCS Federal Resume 
Workshop. Sign up at www.
mccsCP.com 

MAXIMIZE YOUR
JOB SEARCH 
 
Looking for a job? Your first 
impulse may be to surf the Web 
for job ads. But your job search 
will be more effective if you first 
take the time to create a plan. 
Job hunters need daily goals 
and a schedule. 

Research is a critical part of 
the job search process. It can 
help you identify companies 
that may be hiring in your 
field, focus your job search on 
employers whose values and 
expectations meet yours, or 
prepare yourself for a scheduled 
job interview.  
 
Get started. If you’re just 
beginning your job search, 
visit the Employer Locator 
to identify and get contact 
information for potential 
employers in your local area. 
www.careerinfonet.org/
employerlocator  

JOBS on Camp Pendleton
mccsCP.com and FEDERAL 
positions www.usajobs.com

Chambers of Commerce 
websites and directories are 
also a great way to connect to 
local employers. 
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ONLINE RESOURCES 
 
www.militaryonesource.mil 
www.careeronestop.org/jobseekertools 
www.usajobs.com  
www.indeed.com 
www.caljobs.ca.gov 
www.simplyhired.com

Military Spouse Focused

www.msepjobs.org 
www.msccn.org 
www.marinecorpspipeline.com 
www.military.com 
www.careeronestop.org/militaryspouse

Labor Market websites provide a 
list of major employers from every 
county in every city in CA www.
labormarketinfo.edd.ca.gov other 
state sites can be found from Dept 
of Labor Statistics www.bls.gov

NETWORKING & SOCIAL MEDIA

Networking is a crucial element 
of job hunting because many jobs 
are never advertised. Employers 
prefer to interview and hire people 
referred to them by friends, family, 
or current employees.

Reasons to be LinkedIn!!!  
1. Establish your professional profile 
and brand to control one of the top 
search results for your name.  
2. Leverage tools to find companies 
and connect to people you need in 
your network.  
3. Connect to free professional 
learning groups to build your 
knowledge base.

INTERVIEW

Preparation is the key to a 
successful interview. Employers 
want to evaluate your 
qualifications, and you also want to 
evaluate the employer. 

Spend time getting ready for 
your interview. Review common 
interview questions and practice 
answering them with someone else 
or in front of a mirror.  
 
Learn about the company and 
position before you interview from:

o  Job description

o  Employer brochures

o  Annual business reports

o  Trade periodicals

o  Local and State Employment 
    Service Offices

o  Chambers of Commerce

o  Professional organizations

o  Current employees

On the big day, remember to:

o  Be on time or early

o  Go by yourself  

o  Look professional

o  Shake hands firmly

o  Maintain eye contact

Bring your sense of humor and SMILE. 
Practice, practice, practice and attend 
an interview workshop. 

Register at mccsCP.com 



MARINE & FAMILY PROGRAMS
BLDG 13150 • (760) 725-4737

facebook.com/mccscpfmeap

mccsCP.com/FamilyJobs

&

Career Coaching
Employee Assistance & Workshops

Networking and Hiring Events
Education & Training Resources
Volunteer & Skills Development

FMEAP provides the tools needed  
to be successful in the workforce!


