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PREFACE

| wish someone would have told me about this stuff years ago!!

You dondét know how many times | have heard tF
over the years.

TheSai | or s \ascongived totad as &raadmap doisSailors to achieve success while
serving in the Navy. With all of the new and innovative programs accessible to service members, it can be
overwhelming to find all of the resources and procedures to obtain our goals. Theéailo Gui de c ol
Navy educational programs and benefits as well as givedgtsiep instructions to complete these
programs.

By using these powerful tips and putting them into practice, you will
significantly increase your chances for sustained sssoethe Navy!

The 11 Essential Tip$ound in this booklet are designed to help set you up for success when you get
out of the Navy as wel | . Dondot fAwait until you ¢
Sailor next to you wilpass you up the ladder of professional achievement!

Think about this:

If you want to be successful, when is the best time to start, today or tomorrow?



TIP #1

The Time to Reach for Success is Now!

The journey of a thousand leagues Insgwith the first step.

- Chinese Proverb

What is it that you want more than anything in the world? Is it money? Success? Fame? To become .
Master Chief or Officer? We all have ambitions in life that are worthwhile and achievable.

So, what are you doing NOW to accomplish your goals?

Taking that first step towards success can be the hardest. Where do we start? How do we get ahead
Who should we ask for help? How do we make a plan to reach our goals? These are all questions | asked
myself growingupit he Navy and didnét act on as quickly a
questions much later than | would have liked in my career. After stumbling across these tips haphazardly
over the years, | decided to develop a roadmap that Sailoid eseifrom day one in creating success. Only
a very small percentage of Sailors come in the Navy and utilize these tips naturally or instinctively.

You know whom I 6m tal king abou

They are the men and women who are selected for Chief in seven ydatsIfiytear Master Chiefl How
about the Seamen to Admirals? We read about them all the time.

What do they do that set them apart? I todés not
They got that way because they set goals from day one aadlneked back. Successful people are that
way due to persistence and hard work over a peri
of the really successful peopl e we meet say t hey
service above and beyond naturally because the goal they set required them to do it that way. To their point
of view, that was the minimum they needed to accomplish to obtain the goal.

This first tip is really the key to accomplishing the remainipg thentioned. Starting NOW to
accomplish success is really a choice one has to make individually. Tip #1 is the only mental principle in this
book and the hardest to begin. All the otherst@oés that can be used to help in creating success in the

Navy.

Why is Tip#1] the hardest to start? I1tdés the ha
Forces like:
U Self Doubt
Laziness
Lack of Knowledge
Nay Sayers
Procrastination
Long Hours
and many other mental factors that keep us down

et enc et B ent g en i ]
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How many &ilors do you know who have overcome these obstacles to meet their goals? | know men an
women who do it everyday. A Master Chief | know earned his Associates degree, Bachelors degree and
started on his"” Bachelors all in a ongear timeframe! 6 monthg this was spent on a combat deployment
in Afghanistan working 14.6 hour days and the other 6 months he was a devoted father and husband who
continued to meet his goals head on. There were no excuses he would accept from obtaining his objectives

That i s the power of Tip #1!/

The remaining tips will help guide you in overcoming the negative forces above. Consciously making
the decision to get ahead is one of the greatest things you can do for yourself personally and professionally
every aspectof your i f e . It doesndét matter what stands in
obtaining your success!




TIP #2

Education and the Successful Sailor
AfToday knowledge has power. 't ceatitr ol s ac
-Peter F. Drucker
How many Sailors join the Navy to receive an education? The answer to the question is typically

60% or better. Ask those same people how many are taking steps to reach their educational goals and the
number usually drops to ledgan 20%. Why is that? Answers vary from:

O Altdéds too hard to juggle work, family and
O Al candét find the time. o
0@ Al dm going to wait unti/l | get out. o0 To me

With less than 9% of enlisted personnel holding any type of degree (Bachelors or
Associates), this is a great opportunity to define success in the Navy!

You canébét get a degree overnight, but one cl ass
The Gl Bill benefits as of 1 Octob2007are currently worth just over $900, which is a nice

chunk of change for your educational goals and is usually utilized once a Sailor transitions out of the Navy.

Do you realize however, that Tuition Assistance (TA) benefits are almost double thatyear 2@&reer?

Under current reguladns, TA benefits are now worth $80,00® 20 years) and in some cases even more!

T h atigldt;gshe Navy is willing to pay a total of over $110,000 for educationinrp20ar car eer .

at it a different way:

//
%!j %\ For every year you d o ntake advantage of Tuition Assistance,

you are losing approximately $4,000 worth of free education.

What if | told you, you could be eligible for up to $4000 worth of school money tomorrow in 4 easy
steps, would you listen? Would you take advantage of the beyatii®ined the Navy for?

In the next few paragraphs you will learn how to sign up for a college course in 4 easy steps. In doing so, yc
can accomplish the following:

U Accomplish the personal goals you set when you joined the Navy.

U Be more competitiveon any board(IE. CPO, SOQ, Prowler of the Year, etc.)

0 Utilize the free tuition you earn by being a service membeup to $4,000+ a year)
U Receive higher evaluations.

U Stand out among your peers(Remember, less tha®? of enlisted members have any kiod
degree.)

U Earn more money when you transition out of the Navy.
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HOW TO TAP INTO YOUR TA BENEFITS

Free college! Navy Tuition Assistance (TA) can be one of the most useful and rewarding benefits we
share as active duty members. The Navy will pay 100%itdn costs for college and vocational courses,
up to 16 semester hours per fiscal year (FY) with a maximum of $250 per credit (or $4000 per FY). Courses
may range from:
0 College courses
High school completion courses
Vocational Classes
Professional ceriifation prep courses (IE. FCC, Microsoft, ASQ, PHR, PMP,S¢e. Tip #5
for more details.)
O And many more!!é See your | ocal Navy Col | €

[t en i ent i e

TA is often one of the most underutilized benefits we have. Why does it oftemuged? Many times,
people dondét realize how easy it is to get acces
chapter: to get you started on your education in 4 easy steps!

STEP 1 Pick a class to take

Despite what you make think t hi s can be the toughest step i
know what your educational goals are, sit down with a Navy College representative or Career Counselor,
who can help you find a school that is right for you and develop a roadmampiet® those goals. If you
have never used TA, it may be a good idea to start with one class and see how you do.

STEP 2- Fill out your TA request

Once you have chosen a class to attend, check with your Navy College office to see if they have a T.
orientdion class, to help you understand and fill out the TA form, otherwise, your Career Counselor can hel
you fill it out and route it up your chain of command for approval to take the course(s).

STEP 3 Turn in the approved TA form to Navy College

After the command has approved you to take the course you have chosen, turn in the NETPDTC
form 1560/3 Rev. (@07) to your Navy college office, which will process your form and will give you an
approval voucher (the voucher is typically issued withBidusinesslays). This voucher is payment
authorization from the Navy to the institution for the class you are taking.

STEP 4 Turn your voucher into the school
After you receive your voucher, turn it in with your registration paper work (if you have not done so
already).

This completes the process for applying for TA and taking the first step towards your goal of degree
completion. 1 tos simple, quick and in a few days
joining the Navy!

In my experiene most E6 and above have approximately 40 college credits or more to apply
towards an Associates degree with just their Navy credits. This would mean taking 7 classes to earn an
Associates degree in most cases.

Find out how close you are to your degrdecould be earned a lot sooner than you think!



TIP #3
The 6 Principles of AStandi

"The will to win, the desire to succeed,
these are the keys that will unlock the door to personal excellence.”

- Eddie Robinson

Can you name the Sailors at your command who
some of the characteristics or actions that caus
Choiceo. Over t he padtechrblogy lyasimpraed greatlya Overallywumbersof i f €
naval personnel are being reduced annually, which means a more competitive advancement environment. |
order to succeed, it is important to put into practice these 11 tips that are offered in thialbibakgs
being equal however, Tip #3 is what can put you over the top!

Standing out among your peers and attaining sustained superior performance igedhaitad to
get ahead in the Navy. Below are 6 Principles that can be applied to help yi thaj!

1) AYour attitude det-S&enioriChief Susan Kinstler aways usedutalsaycthis (and
still does) at Career Development Boards. She was absolutely right and is one of the best pieces of
advice | give t o t éxacsperdeatyge of how mach dititudegplays @ pagio u ¢
success, but it isy-far one of the key factors of it. How many people do you know who have been
ranked higher than others largely in part due to a good attitude? It happens all the time in the Navy
and out. We would rather work with someone who is pleasant to be around rather than one who
grumbles and complains all the time. You can judge your own attitude by how others greet you when
you walk in the room. Do they smile and have a pleasant attitudie thiey avoid you? People
generally reflect our attitude. MfAReaping what
attitude.

2) BecomeVISIBLE to the Command Standing out and being visible are two completely different
things altogether. Beingsible means to get out and about and meet f@law Sailors. In a sense
itds networking. By networking, you develop t
referrals. The more people that know you and what you can provide to makeliresasier, the
more favorably you will talked alut, especially at ranking, SOCEpdSOY boards. If no one knows
you, than itdés hard to get the top spots co0me
what they do, but outside their shop, tlaeg virtually unknown.

Here are a couple quick tips for successful networking:

U Provide valuable servie&et people to want to network wislou simply by being a respected
resource known for helping others succeed. Pravedeto others before askirfgr helpfrom
them.

U Develop rapport with other8y being genuinely interested in other people and their lives, we
become interesting ourselves. Find out what makes people tick, what motivates them.

Jeffrey Gitomer sums it oufp Qonn nhe cst iboonoskdo fbLyi t:
AThe questions that you ask, the ideas that you
with your passion, belief and attit u(Giegomera2008) t he

Get out and network for the lghest amount of visibility you can achieve!
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3)

4)

5)

Al f opportunity knocks -tRaskedl H.iConwell ifolinder of Temnple s n 6 t
University,developed a speech decadestagot | ed @A Acres of Diamondso.
farmer in Africa vho sold his farm to go searching for diamonds, only to find out later, the farm he
sold contained AAcres of Diamondso on it. Oprg
unnoticed. If you come across an opportunity, such as a collateral duty or ciynpnoject take it!

These are the easy ones. If the visible opporturdtiesotpresent themselves, create them. Like the
farmer, he did not know what a diamandhe rough looked likebut if he educated himself and

looked more closelfo his surrounithgs,he would havdéound awealth of diamonds all around him.

AD1 Quant was a junior First Class Petty Officer at my command and new to the squadron. He

wasnot able to get the command coll ateral dut
one! The squadron has many ratings that can achieve a professional certification such as A&P and
FCC certifications. He created the ACommand F

In doing so he enrolled 100% of eligible personnel inA&® program and helped command

personnel earn 63 FCC certifications that year! The next year he was selected for Chief (after only 9
years in the Navy). He di dndét make Chief sol e
opportunity to get him there

Take some time to looliround; there are many opportunities available to stand out!

Become fAThe ObVioesdEampéoobkorecently called i
Obvious Experto by EIl som EI dr i dgssoneohtite bédiavays E I
to not only stand out, but to be recognized as the best in your field. The book gives many tips and
examples on how to do this. A few include:

0 Write and publish a book

Create and publish a report

Give lectures at local clubs (IElks, FRA, etc)
Publish a newsletter or-Bhagazine

Create a professional use website

Many m(idrelge & Eldridge, 2004)

[ ent R ent B et et B et

By and large, most people are too busy, sedentary, intimidated, etc. to create ideas in order to stand
out. In stepping up and putting yourself in the sphbtligou give yourself instant credibility as an

expert in your field. There are many books and references on the internet that can be found to create
any of the tasks above.

U Book referencesttp://www.obviaisexpert.com/
U E-magazine example: go kitp://www.gitomer.corand si gn up for his

Start becoming fEDhée nOlywiuoud i Bx glert

Emulate the guy doing the best job and find a way to do it betteWhenever Master Chief Rob

Webb would come to Command Indoctrination class he would freely divulge the secret to success he
learned as a young Petty Officer Secoas€. He would always latch on to thetgeguy/gal, find

out what made them the best, and then do it better. By this method he was able to make Master Chie
in 19 years! Often Sailors play follow the follower, when they would achieve so much more success
playing follow the leader (anithendo it better), like Master Chief Webb did.

The guys at the top are there for a reason.
Pick their brains and find the quickest way to get there!
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The Golden Rule This law goes hand in hand with attitude, but has tintkamain earned its right as a
law. Treating others with respect and dignity, like we want to be treated goes a long way. You can be
doing everything right, but if this law is not followed, the foundation for success will crumble. Service to
others and heing our Sailors to succeed will reap more rewards than anything else we do (covered in
more detail during tip#10).
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TIP #4

United Services Military Apprentice
Easy Steps to Earn Your Journgman License

The person who gets the farthest is generally the one who is willing to do and dare.
The surething boat never gets far from shore.”

i Dale Carnegie

One of the easiest ways to enhance your e€
Journeyman Certificate through the U.S. Department of Labor!

This is accomplished by enrolling in the United Services Military Apprenticeship Program or USMAP.
Have you ever heard of USMAP? Many have not. What exactly is an apprenticeship? An
apprenticeship idocumented work experience in a particular field with a required amount of classroom
study related to that trade. By completing an apprenticeship program and earning a journeyman certificate,
shows the Navy and future employers that the Departmeraburihas recognized the work experience
youdbve received in the Navy and consider you an
How do I enroll in USMAP?
Enrolling in USMAP is easy and free! The only requirements are:
0 Compl ete your requi r ed hip @odesiycated perdsonrfelamay enrbllebuta p [
must complete AAO school prior to receiving t
U Submit hourly work experience logs semiannually

Signing up and getting started only takes a few minutes online!

1) Log into: https://usmap.cnet.navy.mil

2) Click on AEnroll o

3) Follow the enrollment instructions, which are easily explained along the throughout the enroliment
process. If you have any questions, contact your CCC.

4) That 6s i t!!

Sailors who have been a Petty Officer for over a year will receive 1000 hours-igiseration credit for
every year, up to 50% of the hours required for completion.

U For example, an AD3 who has been a Petty Officer for 1 year will only need to documenf 2890
3000 hours required for the Power Plant Mechanic apprenticeship.

Once you become enrolled, USMAP will send you a work experience log and a pamphlet explaining the
required skill areas for your apprenticeship. This information can also be dowhiatEite USMAP
website.

12
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Work experience logs are signed weekly by:
U Your Supervisor or LPO

And monthly by:
U Your Division Officer

Semiannual reportsare a compilation of your hours documented over a 6 month period. This report is
signed by your Departmehiead ordesignated representatised mailed to USMAP along withapy of
your work experience logs to:

Commanding Officer

NETPDTC USMAP N2A7 @
6490 Saufley Field Road

Pensacola, FL 325688251

You can log and track your progress online at the USMAP website listed above.

Once you have completed the required hours for your apprenticeship, USMAP will send you a certificate
of completion from the Department of Labor, which should be added to your service record and documentec
on your next performance evaluation.

A g ai théonly effort required is logging your daily hours worked!
Certification doesndt get any easi e

13



TIP #5

Why Professional Certification is aGREAT Idea!
"A pessimist sees the difficulty in every opportunity; amapt sees the opportunity in every difficulty.”
- Sir Winston Churchill

Professional certification is perhaps one of the least utilized benefits in the Navy and military as a
whole. Take a poll in your work center to see how many Sailors have egonef@ssional certification.
Youdl I fi nd tfhoad hawe ederearnasheslnh dpoingfthéswasy test, you can see why
certification is such an easy way to set yourself apart from your peers!

All Sailors are eligible to receive a professional certification
at either no cost to them, or are fully reimbursable
through the VA using the Montgomery Gl Bill.

Why become a certified professional?
Professional certifications are widely recognized by civilian employers and can help you standroyt am

your peers while in the Navy and have a competitive edge when you transition to the civilian sector. Civilian
employers recognize the importance of these certifications and can give you an edge in being hired or even
receive higher starting pay!

What certifications are available for service members? 4
Every Sailor can earn a professional certification, some of the most commo /7—
Rate Certification W
All Microsoft Certifications (various)

All Project Management Certification (PMI)

All Automotive Service Excellence (ASE)

All Six Sigma (Green Belt, Black Belt) (ASQ)

All CompTIA Certifications (various)

All Certified Financial Planner (CFP)

AD, AM A&P License

AT, AE, FC, ET FCC Certifications

PS, NC,SK, YN SPHR/PHR Certitations (HRCI)

éand over 50 ot her c eww.darfteis.doded.mibns can be found ¢

FCC, A&P and ASE certifications are currently free through DANTES. All others are completely
reimbursable through the Vising the Gl Bill as highlighted above.

How do you begin the process of achieving your professional certification?
This varies depending on the certification, but talking with your Command Professional Certification
Program Coordinator or Command Car€eunselor is a great place to start. They will help you find out:

U Which certification is right for you
U Study requirements for your certification
U Application process

14
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U Testing facilities and times

A greattool for searching for professional certificatieni by | o g gi n gCredantiatingt he Nayv
Opportunities Onlinewe b s i t e o rhttps:Sv@@dod.naey.mil

This website will take you on a stéyy step tour of all rating related professional certificatiavesilable to

you and how to obtain thenfihe Navy put a lot of time and money into gathering and supplying this
information to its Sailors becaudecision makereealize the benefits and importance of becoming certified
professionalslf you have neverleecked out this site, you should!

As of 1 October 2007, Navy COOL will pay for many of the rating related
professional certifications available to us as service members!!

Y Professional
- e . p Growth
NAvyRITarIng ivilian Occupational

v
N\ c
¢ BHEXD « piCertification & Licensure
e Civilian Job
= Opportunities|
> o

Earning a degree, and professional certification are huge steps towards
success both in the Navy and out. Start working on yours today!

15


https://www.cool.navy.mil/

TIP #6

Community Service and your Career

"The successful always has a number of projects planned, to which he looks forward.
Anyone of them could change the coufrseohi s | i fe overnight .

T Mark Caine

This chapter was added to express the importance of being an active part of the community in which
we live.

Projecting a positive image of the Navy is seen as action above
and beyond daily work requirements!

Congquently, the more time donated helping out others is an added bonus that is taken into consideration i
virtually every board you will participate while in the Navy. Some of the boards you may be eligible for
include:

Sailor of the Month

Sailor of the Quaer

Sailor of the Year

Officer Programs

CPO boards

And the | ikeée

[enti et et B enti ent i e

Community Service is not a requirement of Naval service, but can definitely help you stand out
among your peers. In addition to the possibility of career enhancement, community servatsanieya
source of:

U Personal Satisfaction

U Sense of belonging in your community

U Meeting new friends and neighbors

U Taking part in a good cause

U éAnd a variety of other great reasons!
As a result of volunteering on a regular basis, you may also be eligitdedive the Military Outstanding
Volunteer Service Medal (MOVSM). The MOVSM is awarded to service members who volunteer ever a 3
year consecutive period of time. The reference for the award is outliSsGNAVNOTE 1650 Samples
of organizations in whit to volunteer are outlined in the note and include the following:

u Coaches .
|

el |

N

Volunteer teacher
Hospital volunteer
Fire/Police Volunteer
Cub Scouts

Girl Scouts

And many more!

c

Volunteering helps the community, Navy and we as individuals (bothmshg@and professionally).
Make it a point to do some volunteering in your future. Ask your Command Master Chief for more
information on volunteering opportunities available to you.
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TIP #7

Navw E-l earni ngé Access the Wealth ¢

The greaBreakthrough in your life comes when you realize it that you can learn anything you need to learn
to accomplish any goal that you set for yourself. This means there are no limits on what you can be, have o
do.

- Albert Einstein

The Navy has coma long way over the past 20 years in its goals concerning educating its members.
On of the most amazing tools available to Sailors, is Nalsg&ning, available through Navy Knowledge
Online (NKO). Navy ELearning offers thousands of courses to Sadbsolutely freé The courses offered
range from:

In-rate/Military studies

Professional Certification study courses
Computer Technology

Languages

Business

Marketing/Sales

Human Resources

Project Management

And many, many mor eé.

[t ent-A e ent- eI eI en-RN et e

How do these courses befit you?

Once you complete a NavylEearning course, it is posted on your SMART transcript as well as
Electronic Training Jacket, and signifies your dedication to personal and professional development. They ca
also be added to evaluations and usezhttance your chances for advancement and awards because these
are the extra curricular activities looked at by boards to separate the good candidates from the great ones!

How many courses should | complete a year?

This depends on your own goals and arhbij but try to set a goal of at least one course every 2
months or 6 courses per evalwuation cycle at a mi
interest you and which may help other goals, such as studying for a Microsoft Cestifmataking a
corrosion control course prior to the next advancement exam. | have personally used these courses in
achieving two Human Resource certifications and my Microsoft Office Specialist Certifications.

How do I enroll in Navy ELearning Course8

To enroll follow these 6 easy steps:

1) Log onto NKO at https://www.nko.navy.mil

2) Click onLé&®Nawiyndo at the NKO homepage.

3) AttheE-Lear ning homepage, click on ABr avanstetak€.at e g
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4) Once you find your <cour se, click on AEnroll [
5) BackattheELear ni ng homepage, click on AMy Enrol |

6) Find the class you enrolled in and click fAl at

After you have completed a course, primio@y of your certificate and add it to your service record to be
documented. Most of all have fun and donodot | et t

Non-Resi dent Training Courses (N

One of the oldest and still most useful forms of training aéel to us in the Navy is the use of Non
Resident Training Courses or NRTC6s. These cour s
https://www.courses.cnet.navy.maihd cover a myriad of topics to include:

U In-rate lessns
Basic Military Requirements
Military Requirements for Petty Officers
Mathematics
Various administrative courses
NEETS modules
And many mor eé

[ enti enci et B ent Y en i ]

These courses are designed to help you become more familiar with the vast amount of information associat
with the various jobs in the Navy. These courses are a cornerstone to advancement and training. Most
advancement exam bibliographies I|Iist several NRT
the best reasons for completing these courses are:

U Advanement

U Officer Program applications

U EAWS qualification

U Striking for a rate

U They look great on evals and for boards

We already discussed how they help for advancement. How can they help in the other areas listed?

Officer Programs applicationsThe scopeb an Of fi cer é6s jJ ob may vary th
they are an Unrestricted Line Officer or a Limited Duty Officer/Chief Warrant Officer. By completing a
varietyofinr at e NRTCO6s, i1t shows initiati vtnchamgedfaar ni |
Officer. Having an insight on what each rate does will make you a more effective leader.

EAWS gualification The Aviation Maintenance Ratings NRTC is a requirement for becoming EAWS
qualified. Getting this done early is always recomuaes.

Striking for a rate- Undesignated Sailors often have a disadvantage when it comes to taking an advancemer
exam for the simple fact that they have not attended the school for the rate. By completing the NRTC for the
rate in which one is striking, dan give them the book knowledge they require to score well on the
advancement exam. Many commands make this a requirement before an undesignated Sailor may take an
exam. Sailors striking Information Systems Technician (IT) must complete the 5 IT mpdale®

applying for the rating.
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They look great on evals and for boardBlock 44 on your evaluation is where we list awards and courses
completed during the evaluation cycle.

THIS BLOCK SHOULD ALWAYS BE JAM PACKED!!

Whether the courses listedare NRE 6 sL,e aE ni ng, or coll ege courses, i
are documented, the more it shows you are improving yourself personally and professionally.

To get started on your NRTCO6s, |l og onto your
https://www.courses.cnet.navy.m®dnce logged on, you may enroll in up to 4 courses at a time as well as
grade your courses online and print completion certificates. Make sure completed courses are entered onto
your service reord page 4 as well as your evals.
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TIP #8

Mentor Your Way to Success
AiLearn to help people with more than just

- Jim Rohn

What are the different ways we can help our Sailors succeed?

What methods do you use?
There are so many ways we can advise and mentor our people. Each of us has a different approach. Below
are some of the most s uc cexmsedtaadsaCdremrtCounselore s een,

Career Development Boards

This is the #1 method | have seen to advise Sailors! By conducting a CDB it gives Sailors the
opportunity to state their goals and ambitions for the future. Many ideas are generated bydtiechaaers
to help them achieve the goalsthey€&DB6s dondét al ways haheycanbehble at
once a month or quarter with the LPO/LCPO/Divo. Sailors often become more motivated after a CDB.

Some important factors that should be alied from the CDB are:

U Find out what the Sailors short term and long term personal and professional goals aréhe
reason for this is if you talk about things that are not important to the Sailor, it will go in one ear
and out the other. The remaindettloé board can be helping them achieve their goals and
increase their chances for success.

U Help the Sailor set specific and measurable goalsor example, if their goal is to make the next
pay grade, that is great! Bobw are they going to do it? Have theset goals for studying, getting
qualified, etc. and make sure dates are associated with the goal.

U End the board on a positive noteMake sure to let the Sailors know what they are doing well.
This tip is what helps keep people motivated and is onesahtbst vital parts of the board itself.

Feedback on work performance is an integral part of Success!!
If you would like a CDB, just ask your CCC for one.

U Follow up. This is a very important step as well. Ask the Sailor periodically how they are doing
ontheir goals and if they need further assistance. Sometimes we all need a little push in the right
direction!

Personal/Professional Reading

What was the last book you read to help improve yourself on a personal or professional level
(leadership, motivatinal, spiritual, success, etc)? Mine Waee Little Red Book of Saldsy Jeffrey
Gitomer. 1t is one of the best books | 0ve ever r
to learn for becoming successful and developing relationshthgeople you work with.

There is a reason why the CNO and MCPON have
get that way by themselves. Why do so manyiselp books become #1 bestsellers? The reason is because
people are so hungry to be sassful and many times the philosophies and ideas from books can help
provide this. Ask a mentor to refer a book about success and they can probably rattle off several favorites
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that helped them. | candt think okfeda wsiitnhg|weh oC odor
several sitting on their shelves or readily available at work to refer to.

Refer books to others and keep up your personal and professional reading.
You may find a book that changes your life for the better!

Learn to Sell Yourslf

Sales, whether you believe it or not, is one of the greatest tools we can learn and pass on to others.
Almost anything we do in life, in some shape or form, requires salesmanship. Whether we are trying to get &
date, get the boss buy off on our ideasmake a favorable impression at a job interview, sales is involved.

By learning to properly sell, a major piece of the success puzzle is solved. | have seen (and had) many gree
ideas get tossed out because they were not presented in a fashioratbdt mugin.
Here are 7 tips that can help you |l earn to fASell

U Tip one Your reputationspeaks volumes and can sell by itself. Protect it, build it, use it!

U Tip two- Attitude. This was explained earlier in the section about standing out ari Gm
amazing ally in selling yourself. I f you do
expect them to have a good attitude about you or your ideas.

U Tip three Your use of the English language and vocabulary are an integral aspect of sales. The
better you are at using both, the more intelligent you sound and the easier it is to sell yourself. Se
a goal to increase the use of each!

0 Tipfour-Creativityi s huge! Getting someone to say: fOW
bef or e! 0.Theshettergydu are at srgative thought and use of software applications for
creating briefs, the easier it is to sell.

U Tip five- Getting people to know you and like you is important in selld&veloping rapport

before you start can be halfthe batbeo n 6t f or get this i mportant
U Tip six- Confidencecan be sensed and people react positively to it. Being well prepared is key in
boosting confidence. Ear/ Ni ghtingale said
opportunityo. He was right!
U Tip seven Passiorsells! People can tell when you are passionate about something and that can be
contagious. I f you are not passionate about

jump onboard and join you. Let your passion show.

Strategt Success

Strategic Succesbave you heard of it? What goes through your mind when you hear the term? It
really boils down into foresight, preparedness and goals.

Strategic success involves taking the chance out of being successful and
setting into motion a specific plan to get there.

21



For example:Sailor A works very hard over the course of a quarter and is put in for Sailor of the Quarter,
but is not selected despite the worthy effort put fd8tilor B (who actuallygets selected as SOQ) and her
LPO knewshewas going to be working hardglupcomingyuarter (due to an inspection, underway, etc.).
Insteadof applying for SOQ as an afterthought for the quather LPO and Sailor B sat down and created a
planspecifically for theSOQboard Sailor B thows in a college course, community service, and command
level adivity in order to makéherself stane@ut and outshine Sailor A.

With hard work being equal, itds the e
I have used t his A Swithm@aytSailgrs and i®myowrecarsenfor years dna ii wepriese
nearye very ti me. Il t f qubtéoBvesg iSt ewihtem tClBlanedyaddfori n mi n
success, dondét | eave it to chance

22



TIP #9
Ni ghti ngadeseSécset St r ang

"People with goals succeed because they know where they're going.”
- Earl Nightingale

ARA goal i's a dream with a deadlin
- Napoleon Hill
ABegin with the end in mindo

- Stephen Covey

Earl Nightingale, a pioneerinhe f i el d of personal devel opment
AThe Strangest Secreto. The i deas in fiThe Strancg
wealthiest, most successful people alive today who understood and put irtite usadepts he discussed. |
wonodét reveal the secret itself, but one of the ¢

GOAL DEVELOPMENT!

The purpose of this chapter is to highlight the importance of setting goals and creating datefbtag
sheet. A brag sheet is used to document your achievements throughout an evaluation cycle, for the purpose
of writing a complete and accurate assessment. T

We need to instill the impiance of goal setting into the brag sheet!!

Essentially it works like this: Goals are written at the beginning of an evaluation period and completed
throughout the year. It acts as a roadmap for success (see below). This is what Stephen Covey meant by
Begin with t (Ceveyel®3) i n mind. 0O

The areas covered on the Goal Sheet to Brag Sheet are:

In Rate Qualifications

Other Qualifications

E-Learning Courses/NeResi dent Training Courses (NRTCO6s)
Certifications/USMAP

College/Vocational Classes

Community Involvemat

Awards

Primary Duties

Collateral Duties

Achievements per Quarter

[t entAN et en-RN et antA en-RN en-EN et e

The aim of this type of this system is tfald:

1) It creates a written plan of achievements, which the Sailors set for themselves.
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2) It creates a tool for bBBg@menantdysOpeecitsord ¢
evaluate the performance of their junior Sailors based not only on daily work, but also on completion
of the goals they set for themselves.

TIP- Create a bulleted Goal Sheet to Brag sheet (see example belowemkesiand out much better when
compared to a standard Navy brag sheet. Additionally, posting goals along with completed tasks shows
anyone looking at it, the Sailor is looking ahead to achieve success and has a plan to get there!

In order for the Goal Sle¢ to Brag Sheet to be truly effective, the Sailor must update it at least once a month.
Constantly updating your sheet does three things:

1) Keeps you from having to remember what you accomplished months ago.

2) Gives LPOOGs an up tobthedvarithdQudrter/¥dar bbaods, onsyeur beehtalf &S a i |
we l | as |lists other achievements that LPO®&s n
community service completed, etc.)

3) It helps keeps you focused on your goals and allows you to amend it da@ar plans change.

You will hear it time and again about how writing down your goals and dreams is the first step to
accomplishing them. How many times have you wanted to achieve something, but never even start it?
Putting your plan down in writing s key element of success. Once it is on paper, is becomes available for
review, revision and execution. Place it where you can see it on a daily basis. Mine is at home in the
bathroom and at work!

This is one of the best tools you can use for yourself godr people!!
(See Below for an example Goal Sheet to Brag Sheet)
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ADI1(AW) Daoe, John
Goal Sheet to Brag Sheet FY 2007

Relevant Information from Previous Eval Cycles
Education Level Associates Degree Professional Certs A&P License
USMAP Completion- None Prior Eval info-  #3 EP, November 2006
SOY/SOQ SOQ, 3¢ quarter FY06 #2 MP, November 2005

UPDATED 17 FEB 2007

Inrate Qualification
T CDI- DEC 2006
1 QAR- DEC 2006

Other Qualifications
1 Safe For Flight JUN 2007

Certifications/lUSMAP.
1 FCC Certification- JAN 2007
1 USMAP (PP Mechanic} JUL 2007

E-Learning/ NRTC6és/ Ninth House
Avionics Corrosion Control- NOV 2006

Aviation Maintenance Manager DEC 2007

9mm Qual DEC 2006

IDC Apprentice- JAN 2007

Workspace Trainer- MAR 2007

Who wants to be a Master Chief MAR 2007

E R I

College/Vocational Classes

Biology- OCT 2006

Psychology JAN 2007
Macroeconomics MAY 2007
Western Civilization- AUG 2007

Bachel ords Degree dgiloal date November 200

= =4 =4 -4 -4

Community Service
1 Boy Scouts Den LeaderNOV 2006- Pres
M TeeBall Coach- JAN 2007 Pres
9 Divisional CFC Coordinator- SEP

Awards
1 Navy Achievement Medal DEC 2006
i Good Conduct Medat JUN 2007

Primary Duties
1 Mech Shop LPO NOV 2006- Pres

Collateral Duties
1 Command Financial Specialist NOV 2006- Pres
1 Divisional Career Counselor NOV 2006- Pres

Achievements ' Quarter
(inspections, leadership roles, special projects, advancement percentage, Sailorization, etc.)
Achievements 2 Quarter
(inspections, ladership roles, special projects, advancement percentage, Sailorization, etc.)
Yellow highlighted areas denote goals that have not yet been completed, with goal dates attached
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TIP #10

The Best Wayto Make Yourself Look Good
ARnThe best wayl tokmgé@edyiosirsel iel p ot he
-Robert AChili o Hicks, N

Tip #10 is near and dear to me because it was quoted to me as a new Career Counselor by my ment
NCCM (Ret) Robert AChil i o Hi ck snedtAehightbulwoa & my niinel o r
and made everything clear to me. This is the phrase that guides and motivates me.

Many people think that if you help others succeed (especially those at the same pay grade competin
for advancement) it will take away fropour success. This could not be farther from the truth. In helping
others, whether it is for their career, financially, or offering advice on a multitude of trivial issues, we are
essentially building up credit for our own success. For example, if yatecaevorkshop for your division to
study for the upcoming exam and 80% of the division advance, it accomplishes three major things:

1) The people that you helped advance are thankful you took the time to help them succeed
and spread the word how you helped.

2) Positive bullets for Sailorization are a byproduct of helping others(IE. Achieved an 80%
advancement rate for the entire division)

3) Senior Sailors who see you helping others will go the extra mile to make sure you achieve
success as well.

Sailors whoonly look out for #loften get left behind. Instead of having the help of others to succeed as in
point #3above, they often have to try and do it on their own, which is possible, but much harder.

Remember the ol d adage, AYou tsuhyalawthate ap
cannot be broken. The more you help others, the better will you look-
Guaranteed!
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