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How to Win
The formula for setting and accomplishing your job search goals is surprisingly simple, working
with a specialized recruiting team makes things even easier. This guide is written with the BradleyMorris process in mind, but the advice applies regardless of how you source interview opportunities. Much of this could be characterized as common sense but it’s important to review these items
thoroughly. As with a successful military operation, most of the effort comes in the form of planning,
training, logistics, and rehearsal. In a world of shortened attention spans, it is increasingly important
to start out the interview well prepared and with a clear plan.

Define Success
Before you log on to our site and start filling out your profile, it’s important to take a step back
and define what your idea of success looks like. There are a few key parameters most job seekers
have in mind:
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Pay / Benefits | What salary would you accept? How much do you need to make to afford to live
here? How will your taxable income/medical premiums affect your take-home pay? What civilian
retirement or savings programs should you look for at an ideal company?

■

Industries | Are there any industries where you would not accept a job? Do you have any strong
preference towards an industry or vertical? How do these industry preferences affect the location
of your search?

■

M ODULE

2

w w w. B r a d l e y- M o r r i s . c o m

How to Win

Job Type | What kind of people do you work with best? What kind of environment do you
enjoy working in? What kind of role do you want to have? What certifications or accreditations do you possess?

■

Travel | What kind of travel would you gladly do? Daily in-city, weekly out of town, monthly
road trips, large blocks overseas, etc. Would you be comfortable if you were responsible for
your own travel schedule or would you prefer for your employer to plan it for you?

■

Working Hours / Work-Life balance | What are your commitments outside working hours and
how do they reflect on your available work hours as a civilian? Will you consider working evenings, nights, or in a job demands your attention around the clock? How long do you want or expect to work before retirement? What constraints do child care or aging parents put on your time?

■

Locations | What industries align to your list of desired cities and states? For example, if you
sincerely desire a career in the steel industry, Miami is the wrong city to focus on. Where do your
friends and family live? Would you consider cities that are a one leg plane flight or less than a sixhour drive away? Are aging parents or small children a factor in your location preferences?

■

Think through these questions and try to answer as many as you can. If you hit any stumbling
blocks or want to talk through some of your concerns, reach out to our team and set up a call
or join a webinar and ask the question to the group. We would be glad to help any candidate
better define what their successful career transition looks like as it will greatly assist us in making the right connection to one of our opportunities.

Become a Job Seeker
Working with a team like Bradley-Morris gives you a big leg up during your job search, but first
there are some basic steps all candidates need to take in order to succeed in the civilian interview environment. The biggest difference between highly successful job seekers and average
job seekers is how obvious it is that they’re actively seeking employment. To the degree you
feel comfortable, you should advertise that you’re transitioning from the military and seeking
employment. When it comes to the end of Active Duty, there shouldn’t be any hard feelings announcing on LinkedIn if you’re transitioning; if you’ve been in the private sector for seven years
this is not as easy. While everyone will have their own degree of comfort using social media or
online presence to solicit employment, it is helpful to do so when practicable.
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Establish your primary mailing address. For most this is their physical residence, make sure
this is a place where an employer can send an overnight FedEx envelope with your offer in it if
necessary. If you don’t have a reliable address because you’re in the middle of a military-move
or relocation, use a family member or close friend you can trust who has clear instructions on
how to forward you physical mail. Make sure the physical address you’re using is the same as
the one listed on your resume.

■
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At a bare minimum, all job seekers should accomplish the following:
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Create a professional sounding email address with a recognized mail client like Gmail
or Yahoo. Create an address that is as close to your name as possible so it’s easy to remember
how to contact you. Use a recognized email client and avoid using government email as sometimes private sector email systems have a hard time delivering to your inbox, especially if there
are images or attachments within the email. A job offer is the last email in the world you want
sent to Junk.

■

Set up your voicemail with a clear, professional message on a personal line you do not share
with anyone else. If you choose to use a land line, make sure you have a job-seeker friendly voicemail, not a family voicemail message for the household. Your message should include your name
and ask the caller to indicate the best time for you to return his or her call to avoid phone tag.
“Please leave your name, number, and a brief message indicating the best time for me to return
your call.”

■

Conduct thorough social media hygiene and make the small investment in a professional headshot in conservative business-formal attire (dark suit, white shirt, solid color tie). A bad profile
picture might cost you your chance to make a great first impression as many clients search social
media to check out candidates before the interview. Use the conversations you have throughout
the interview process as the place to demonstrate your unique skills and personality, not your
LinkedIn headshot. A blank profile can have a similarly chilling effect, so make sure that you fill this
in a bit after you have written your resume.
■

Set your social media profiles other than professional networking sites like LinkedIn to the
maximum privacy setting available and go through each thoroughly to ensure there is no content
that could hurt your online reputation. Savvy employers conduct an internet search before engaging with a candidate, some HR software providers have taken the step of designing automatic
searches that add top results for your name to your candidate record. Remember that corporate
social media policies will vary company to company, but almost all will be different than what you
are used to in the military; when in doubt, strive to be too conservative during this step.

■

Purchase or revive business formal interview attire, test fit and tailor as needed. It’s important to put on your full attire and solicit feedback from a friend or family member to give you a
thorough inspection before going on your first interview. Buddy checks are the norm before
a uniform inspection in the military, a practice you should repeat as you prepare to become a
civilian. Your attire demonstrates your level of care and concern for your appearance which will
reflect on the company if you become one of their employees. Take this opportunity to show
your attention to detail in this easy and obvious way. We’ll cover attire in more detail in Module
6 – Succeeding in Person.

■
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The technology and processes we use to match candidates to jobs rely on three main
sources of data:

How to Win

Complete Your Profile
1 | Info about who you are ⊲ Our candidate application asks candidates about their military
branch, rank, years of service, MOS, educational background, separation date (ETS/EAS),
security clearance, language skills, and your professional certifications. These data points
populate our job matching system and help us develop a picture of your professional experience that we can model against our job openings.
2 | Your preferences ⊲ In addition to understanding your background and experience,
we need to understand your preferences regarding location, salary, career type, travel percentage, shift work, your flexibility to relocate, and your Earliest Start Date. These factors can and
often do change over time; if they do, keep our team updated as well as your profile online.
3 | Your resume ⊲ When you upload your resume, a combination of software extracts and
reads through key experiences and relevant search terms that our team uses to find candidates with appropriate skills for a role. This data helps complete the picture for our Recruiting
Operations Team and forms the basis for our machine-learning facilitated matching. We must
have a resume on file before moving forward with any job interview. This is the most important task to complete once you finish with the basics in your profile. There are easy to customize templates available on our website and on the Training tab of your candidate profile.
We recognize transitioning from the military requires flexibility in your planning.
When deciding your Earliest Start Date, consider your commitments: terminal leave,
house hunting, job-finding leave, needs of the chain of command. Are there any special
commitments planned after your last day of work such as a wedding or a long-delayed
family vacation? Discuss with your recruiting team if you need assistance, your Earliest Start
Date drives the timing of your search within Bradley-Morris and is an important feature
of your profile.

■

We also need you to opt-in to our alert system during the profile stage. Ensure your profile
permissions allow us to contact you. Once your search is over, we will cease these notifications and respect your privacy. You can log in and toggle this on/off at any time.
■

Pre-screen your professional references and obtain their permission to list them in the
event a hiring decision is pending; once you have their approval, load these to your candidate profile. There are also slots for peer referrals if you have friends from the military you
think could use our help.

■
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Training resources – These are on the main site as well as linked within your candidate
profile. There is a lot of interview material on YouTube, we try to only focus on the most
important elements necessary to win a job interview

■
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Write and Upload Your Resume
Your resume is at the heart of your candidacy with Bradley-Morris and is necessary before you
can advance forward to an interview. For some candidates, their resume has been honed and
battle tested over several years out in industry, for others this is the first time sitting down to
write a civilian resume. Whatever your level of expertise, we have resources available
to make sure this critical task happens quickly and painlessly. We’ll dive into resumes in more
depth in Module 4, but here’s a brief overview of our resources and how to get started:
■
■

■

■

Module 4 – Preparing Your Resume
Website Resources
https://www.bradley-morris.com/2017/01/27/prepare-military-resume/
Resume Templates
https://www.bradley-morris.com/military-jobs/resume-and-interview-tips/
Resume Prep Webinars Mondays, 4pm Eastern
https://www.bradley-morris.com/military-events-overview/webinars/

Interview Prep and Training

One of the major advantages of working with a recruiting firm is gaining access to the behindthe-scenes information our team learns about company culture and their job openings prior
to beginning a search. Our process of bringing a new job into our ecosystem reveals valuable
insights like why the role is open, what kinds of people have been successful in the past,
what challenges lie on the horizon, and expectations for how a candidate will integrate into
their existing team. Candidates can and should use this information to prepare to interview,
it can make a huge difference in the outcome of the hiring process if leveraged properly.
Training Module 5 will go into more detail about preparing to interview, here are some resources
to get the process started:
■
■

■

Module 5 – Interview Training
Website Resources
https://www.bradley-morris.com/military-jobs/military-transition-resources/
Interview Prep Webinars Tuesday, 5:30pm Eastern
https://www.bradley-morris.com/military-events-overview/webinars/

Up Next
■
■
■
■

Matching process
Resume preparation
Interview preparation
Succeeding in person
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