MILITARY RESUME FOR CIVILIAN JOB

MILITARY RESUME FOR CIVILIAN JOB SEEKERS CAN OFTEN FEEL LIKE A DAUNTING TASK. TRANSITIONING FROM A STRUCTURED
MILITARY ENVIRONMENT TO THE MORE FLUID LANDSCAPE OF CIVILIAN EMPLOYMENT REQUIRES NOT ONLY A SHIFT IN MINDSET BUT
ALSO A STRATEGIC APPROACH TO HOW ONE PRESENTS THEIR SKILLS AND EXPERIENCES. CRAFTING A RESUME THAT EFFECTIVELY
COMMUNICATES YOUR MILITARY BACKGROUND WHILE ALIGNING WITH CIVILIAN JOB REQUIREMENTS IS CRUCIAL TO LANDING
INTERVIEWS AND SECURING A POSITION. IN THIS ARTICLE, WE WILL EXPLORE THE ESSENTIAL COMPONENTS OF A MILITARY
RESUME, HOW TO TRANSLATE MILITARY EXPERIENCE INTO CIVILIAN TERMS, AND TIPS FOR TAILORING YOUR RESUME TO SPECIFIC
JOB APPLICATIONS.

UNDERSTANDING THE CIVILIAN JOB MARKET

BEFORE DIVING INTO RESUME WRITING, IT'S ESSENTIAL TO FAMILIARIZE YOURSELF WITH THE CIVILIAN JOB MARKET. THE KEY
DIFFERENCES BETWEEN MILITARY AND CIVILIAN EMPLOYMENT INCLUDE:

1. LANGUAGE AND TERMINOLOGY

‘JARGONZ MILITARY LANGUAGE CAN OFTEN BE FILLED WITH ACRONYMS AND INDUSTRY-SPECIFIC TERMINOLOGY THAT MAY NOT
RESONATE WITH CIVILIAN EMPLOYERS. | TS CRUCIAL TO CONVERT MILITARY TERMS INTO CIVILIAN-FRIENDLY LANGUAGE.

- RoLe DESCRIPTIONS: TITLES AND ROLES IN THE MILITARY MAY NOT HAVE DIRECT COUNTERPARTS IN CIVILIAN JOBS.
UNDERSTANDING HOW TO TRANSLATE THESE INTO EQUIVALENT CIVILIAN POSITIONS IS VITAL.

2. SkiLLS AND QUALIFICATIONS

- TRANSFERABLE SKILLS: MANY SKILLS ACQUIRED IN THE MILITARY—LEADERSHIP, TEAMWORK, PROBLEM-SOLVING, AND
TECHNICAL SKILLS—ARE HIGHLY VALUED IN CIVILIAN ROLES.

- CERTIFICATIONS AND TRAINING: HIGHLIGHT ANY MILITARY TRAINING OR CERTIFICATIONS THAT ARE RELEVANT TO THE JOB YOU
ARE APPLYING FOR.

3. CorPorATE CULTURE

- ExPeCTATIONS: CIVILIAN \WORKPLACES OFTEN EMPHASIZE FLEXIBILITY, COLLABORATION, AND INNOVATION, WHICH MAY DIFFER
FROM THE STRUCTURED ENVIRONMENT OF THE MILITARY.

- W oRKPLACE DYNAMICS: UNDERSTANDING THE NUANCES OF WORKPLACE DYNAMICS, SUCH AS THE IMPORTANCE OF NET W ORKING
AND INFORMAL COMMUNICATION, CAN AID IN A SMOOTHER TRANSITION.

Key COMPONENTS OF A MILITARY RESUME

CRAFTING A MILITARY RESUME INVOLVES SEVERAL KEY COMPONENTS THAT SHOULD BE METICULOUSLY STRUCTURED TO
CAPTURE THE ATTENTION OF HIRING MANAGERS.

1. CONTACT INFORMATION

- FuLL NAME



- PHONE NUMBER
- EMAIL ADDRESS
- LINKEDIN PROFILE (IF APPLICABLE)

2. PROFESSIONAL SUMMARY

A COMPELLING PROFESSIONAL SUMMARY IS CRUCIAL AS IT SETS THE TONE FOR YOUR RESUME. |IT SHOULD BE A BRIEF PARAGRAPH
(3‘4 SENTENCES) SUMMARIZING YOUR MILITARY EXPERIENCE, KEY SKILLS, AND WHAT YOU AIM TO ACHIEVE IN YOUR CIVILIAN
CAREER.

ExAMPLE:

“DEDICATED MILITARY VETERAN WITH OVER 10 YEARS OF EXPERIENCE IN LOGISTICS MANAGEMENT AND OPERATIONS. PROVEN
ABILITY TO OPTIMIZE PROCESSES AND LEAD DIVERSE TEAMS TO ACHIEVE STRATEGIC OBJECTIVES. SEEKING TO LEVERAGE MY
LEADERSHIP AND ANALYTICAL SKILLS IN A CHALLENGING CIVILIAN ROLE WITHIN THE LOGISTICS SECTOR.”

3. SKILLS SECTION

THIS SECTION SHOULD HIGHLIGHT YOUR CORE COMPETENCIES, PARTICULARLY THOSE THAT ARE RELEVANT TO THE JOB YOU ARE
APPLYING FOR. USE BULLET POINTS FOR CLARITY.

ExXAMPLE SKILLS:

- LEADERSHIP AND TEAM MANAGEMENT

- STRATEGIC PLANNING AND EXECUTION

- ProJECT MANAGEMENT

- Risk ASSESSMENT AND MITIGATION

- TECHNICAL PROFICIENCY IN [SPECIFIC SOFTWARE/TOOLS)]

4. X/ ork EXPERIENCE

IN THIS SECTION, LIST YOUR MILITARY ROLES AND RESPONSIBILITIES, FOCUSING ON ACHIEVEMENTS AND RESPONSIBILITIES THAT
ALIGN WITH THE CIVILIAN JOB DESCRIPTION. USE BULLET POINTS TO MAINTAIN READABILITY.

EXAMPLE:
UNITED STATES ARMY, LoaisTics OFFICER
JANUARY 2015 - Decemeer 2021

- MANAGED LOGISTICS OPERATIONS FOR A UNIT oF 500 PERSONNEL, ENSURING TIMELY DELIVERY OF SUPPLIES AND EQUIPMENT.
- DEVELOPED AND IMPLEMENTED COST-SAVING MEASURES, REDUCING LOGISTICS EXPENDITURES BY 200/0.
- LED A TEAM OF 15 IN EXECUTING TRAINING PROGRAMS THAT ENHANCED OPERATIONAL READINESS AND EFFICIENCY.

5. EDUcCATION AND CERTIFICATIONS

LIST YOUR EDUCATIONAL BACKGROUND, INCLUDING DEGREES EARNED, INSTITUTIONS ATTENDED, AND ANY RELEVANT
CERTIFICATIONS.

EXAMPLE:
BACHELOR OF SCIENCE IN BUSINESS ADMINISTRATION
UNIVersiTY oF XYZ, 2014

CERTIFICATIONS:
- PROJECT MANAGEMENT ProFessioNaL (PMP)



- LEAN Six SIGMA GREEN BELT

6. ADDITIONAL SECTIONS

DEPENDING ON YOUR EXPERIENCE AND THE JOB, CONSIDER ADDING SECTIONS FOR VOLUNTEER WORK, AW ARDS, AND RELEVANT
PROJECTS.

EXAMPLE:
V OLUNTEER W ORK:

- VOLUNTEER COORDINATOR, VETERANS SUPPORT ORGANIZATION, 202 2-PRESENT

AW ARDS:
- ARMY COMMENDATION MEDAL FOR EXCEPTIONAL SERVICE, 2020

TRANSLATING MILITARY EXPERIENCE TO CIVILIAN TERMS

ONE OF THE MOST CHALLENGING ASPECTS OF CREATING A MILITARY RESUME IS EFFECTIVELY TRANSLATING MILITARY EXPERIENCE
INTO CIVILIAN TERMS. HERE ARE SOME STRATEGIES TO HELP WITH THIS PROCESS.

1. Use THE ST AR MeETHOD

THe STAR MeTHOD (SITUATION, TASK, ACTION, RESULT) CAN HELP FRAME YOUR EXPERIENCES IN A WAY THAT
DEMONSTRATES YOUR SKILLS AND ACHIEVEMENTS.

- SITUATION: DESCRIBE THE CONTEXT WITHIN WHICH YOU PERFORMED A TASK OR FACED A CHALLENGE.
- TAsk: EXPLAIN THE ACTUAL TASK OR CHALLENGE THAT WAS INVOLVED.

- ACTION: DESCRIBE THE SPECIFIC ACTIONS YOU TOOK TO ADDRESS THE TASK OR CHALLENGE.
- RESULT: SHARE THE OUTCOMES OF YOUR ACTIONS, QUANTIFYING THEM WHEN POSSIBLE.

2. Focus oN RESULTS AND ACHIEVEMENTS

RATHER THAN LISTING DUTIES, EMPHASIZE WHAT YOU ACHIEVED IN YOUR ROLES. USE METRICS AND SPECIFIC EXAMPLES TO
HIGHLIGHT YOUR CONTRIBUTIONS.

ExXAMPLE:
“REDUCED SUPPLY CHAIN DELAYS BY 309 THROUGH THE IMPLEMENTATION OF A NEW INVENTORY MANAGEMENT SYSTEM.”

3. ALIGN WITH JoB DESCRIPTIONS

\W/HEN APPLYING FOR CIVILIAN JOBS, TAILOR YOUR RESUME TO ALIGN WITH THE SPECIFIC JOB DESCRIPTION. HIGHLIGHT RELEVANT
EXPERIENCES AND SKILLS THAT MATCH THE EMPLOYER’S REQUIREMENTS.

TiPs FOrR TAILORING YOUR MILITARY RESUME



1. ReseARCH THE COMPANY

BEFORE SUBMITTING YOUR RESUME, TAKE THE TIME TO RESEARCH THE COMPANY’S CULTURE, VALUES, AND MISSION. THIS
KNOWLEDGE CAN HELP YOU CUSTOMIZE YOUR RESUME MORE EFFECTIVELY.

2. Use KEyworDs

INCORPORATE KEY\WORDS FROM THE JOB DESCRIPTION INTO YOUR RESUME. MANY COMPANIES USE APPLICANT TRACKING
SYSTEMS (ATS) TO FILTER RESUMES, SO INCLUDING RELEVANT TERMS CAN INCREASE YOUR CHANCES OF GETTING NOTICED.

3. Keep IT CoNcIsE

AIM FOR A RESUME LENGTH OF ONE TO TWO PAGES. BE CONCISE AND FOCUS ON THE MOST RELEVANT AND IMPACTFUL
INFORMATION.

4. Seex FEEDBACK

CONSIDER HAVING SOMEONE W/ITH EXPERIENCE IN CIVILIAN HIRING REVIEW YOUR RESUME. THEY CAN PROVIDE INSIGHTS ON HOW
TO REFINE YOUR DOCUMENT FURTHER.

CoNcCLUSION

CREATING A MILITARY RESUME FOR CIVILIAN JOB APPLICATIONS REQUIRES A THOUGHTFUL APPROACH THAT EMPHASIZES THE
SKILLS AND EXPERIENCES GAINED DURING SERVICE. BY UNDERSTANDING THE CIVILIAN JOB MARKET, EFFECTIVELY TRANSLATING
MILITARY TERMINOLOGY, AND TAILORING YOUR RESUME TO MEET SPECIFIC JOB REQUIREMENTS, YOU CAN PRESENT YOURSELF AS A
STRONG CANDIDATE. REMEMBER THAT YOUR UNIQUE EXPERIENCES AS A MILITARY VETERAN OFFER A WEALTH OF VALUABLE
SKILLS THAT CAN GREATLY BENEFIT CIVILIAN EMPLOYERS. W/ITH CAREFUL PREPARATION AND ATTENTION TO DETAIL, YOU CAN
SUCCESSFULLY NAVIGATE THE TRANSITION FROM MILITARY TO CIVILIAN EMPLOYMENT.

FREQUENTLY AskeD QUESTIONS

\WHAT ARE THE KEY ELEMENTS TO INCLUDE IN A MILITARY RESUME FOR A CIVILIAN JOB?

KEY ELEMENTS INCLUDE A CLEAR OBJECTIVE STATEMENT, A SUMMARY OF SKILLS RELEVANT TO THE JOB, A DETAILED WORK
HISTORY THAT TRANSLATES MILITARY EXPERIENCE INTO CIVILIAN TERMS, EDUCATION, CERTIFICATIONS, AND ANY VOLUNTEER
¥ ORK.

How CAN | EFFECTIVELY TRANSLATE MILITARY JARGON INTO CIVILIAN LANGUAGE ON MY
RESUME?

USE COMMON TERMINOLOGY AND FOCUS ON THE SKILLS AND OUTCOMES RATHER THAN THE SPECIFIC MILITARY TERMS. FOR
EXAMPLE, INSTEAD OF 'PLATOON LEADER,” YOU COULD SAY 'TEAM LEADER MANAGING DIVERSE GROUPS TO ACHIEVE MISSION
OBJECTIVES.



SHOULD | INCLUDE MY MILITARY RANK ON MY CIVILIAN RESUME?

INCLUDING YOUR MILITARY RANK CAN BE BENEFICIAL AS IT DEMONSTRATES LEADERSHIP AND RESPONSIBILITY, BUT ENSURE TO
CLARIFY ITS RELEVANCE TO THE CIVILIAN ROLE YOU'RE APPLYING FOR.

IS IT IMPORTANT TO TAILOR MY MILITARY RESUME FOR EACH CIVILIAN JOB
APPLICATION?

YES, TAILORING YOUR RESUME FOR EACH APPLICATION IS CRUCIAL. |T ALLOWS YOU TO HIGHLIGHT THE MOST RELEVANT
EXPERIENCES AND SKILLS THAT ALIGN WITH THE SPECIFIC JOB REQUIREMENTS.

\WHAT FORMAT IS BEST FOR A MILITARY RESUME TRANSITIONING TO CIVILIAN
EMPLOYMENT?

A COMBINATION RESUME FORMAT IS OFTEN BEST, ALLOWING YOU TO HIGHLIGHT YOUR SKILLS AT THE TOP WHILE ALSO
PROVIDING A CHRONOLOGICAL WORK HISTORY THAT SHOWS YOUR CAREER PROGRESSION.

ARE THERE ANY RESOURCES AVAILABLE FOR VETERANS TO HELP WITH RESUME WRITING?

YES, THERE ARE NUMEROUS RESOURCES AVAILABLE, INCLUDING THE DEPARTMENT OF VETERANS AFFAIRS, LOCAL VETERAN
SERVICE ORGANIZATIONS, AND NONPROFIT GROUPS LIKE THE AMERICAN LEGION/ WHICH OFFER RESUME WRITING WORKSHOPS AND
ONE-ON-ONE ASSISTANCE.
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