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Employment Information for Military Families

Employment Readiness Program

Introduction


The Employment Readiness Program (ERP) developed this booklet to provide a common source of employment information to military spouses and family members to make the transition to Fort Drum easier.  It is designed to provide answers to frequently asked questions and general employment information.  It was not designed to replace the established procedures of agencies.  All of the information enclosed was current at the time of publication.  To ensure that you are following current procedures it is recommended that you directly contact the hiring agency.


Good Luck with your Job Search!

Dear Family Member,


I extend a warm welcome to you as/before you arrive to Fort Drum, NY.  I hope to provide you with information on employment opportunities in this area.  Army Community Service (ACS) and Employment Readiness Program (ERP) are designed to assist family members in gaining employment and continuing employment after relocation.


ERP offers weekly job listings on employment and volunteer opportunities, personal development seminars and workshops, individual counseling sessions, and job skills training.  In addition, ERP will assist you in learning how to prepare employment applications and resumes.


To prepare for employment it is helpful to hand-carry important items with you.  Examples include but are not limited to:

· Resumes

· Job Descriptions

· Official School Transcripts and Certifications

· Information on Previous Employers

· Standard Form SF-50 (notification of personnel action and leave with out pay)& last performance appraisal. 

· DA Form 5433-R (Verification of Overseas Employment for Noncompetitive appointment under EO12721 and Executive Order, if Applicable)

· Copy of Spouse’s Orders

The following employment categories may be considered but are not limited to:

· Appropriated Fund (Federal/GS)

· Non-Appropriated Fund (NAF)

· AAFES (PX/Main Exchange)

· Defense Commissary Agency (DECA)

· City and State Positions

· Private Business and Industry

Employment preparation and selection take a considerable amount of time and work.  When you are ready to start your employment journey, consider us for your first stop.  You will find eager representatives to assist you through appointment or on a walk-in basis.  Please feel free to visit our office on the 2nd floor of, Clark Hall or call (315) 772-9611.

Sincerely,

Sharon Jones

Program Manager, Employment Readiness
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Appropriated Fund (GS) Job Search

www.cpol.army.mil
Instructions on how to search for job openings:

· At the address line type in www.cpol.army.mil
· Click on Employment, then ARMY Vacancy Announcements.
· Scroll down to the MAP and click on NEW YORK or the state desired.
· Click on SEARCH NOW and scroll down to Fort Drum’s listings.
· Click on the vacancy number that you are interested in and read through to see if you meet the area of consideration.  If so:
There are several ways to apply, make sure you read the how to apply section of the announcement first:

·  The two most common ways are resumix and OF612.
· To apply by resumix go online at www.cpol.army.mil, or E-mail format resume to resumes@cpocner.apg.army.mil, or Mail your resume to: 
Northeast CPOC 

314 Johnson Street


Attention:  DEU


Aberdeen Proving Ground, MD 21005 –5283

· To apply using the OF612 go to www.opm.gov/forms and download the word version of optional form 612.

· Applications may be faxed to (410) 306-1284. You may call (410) 306-0031 to inquire about announcements/applications.

To Submit a Resume on-line:

1) At www.cpol.army.mil click on Build Resume, read through instructions then click on Create Resume.

2) Create your own user id and pin (Write it down, if you lose it you can not retrieve this particular resume)

3) Click on United States Supplemental Format (For jobs on Fort Drum)

4) Click on Blank Resume Entry Form to enter new resume and enter your information.

5) When done click on save resume to database.  Even though you saved your resume to database you still need to send your resume and self-nomination in order to be considered for the position you are applying for.

Non-Appropriated Fund (NAF) Job Search

www.drum.army.mil
Instructions on how to apply for a Non-Appropriated job on line:

· At the address line type in www.drum.army.mil
· Click on Division/Garrison/Units

· Click on Civilian Personnel Advisory Center (CPAC)

· Click on Employment

· Click on Non-Appropriated Fund

· Click on the Vacancy Announcement Number that you are interested in.  Read through to see how to apply.

HOW TO APPLY: Submit DA 3433 (NAF Application) or resume, Availability Form (attachment to Vacancy Announcement) and copies of appropriate certifications. Applicants who claim veterans’ preference must submit DD Form 214 along with application or resume. Reference both the title of the position and the announcement number on application or resume. INCOMPLETE APPLICATIONS WILL NOT BE CONSIDERED. You may apply by any of the following methods:

1) Faxed to the CPAC/NAF Office at (315) 772-8078

2) Emailed to the point of contact given in each individual Announcement in the section of “HOW TO APPLY”

3) Mailed to: Department of the Army, PCAC/NAF, 10720 Mt. Belvedere Blvd., Room B2-36, Fort Drum, NY 13602-5101
4) Turned in to the CPAC customer service representative at Jefferson Community College (JCC), “The Workplace” on the 2nd and 4th Wednesday of each month from 2:00-4:00 pm or

5) Turned in to the CPAC customer service representative at the Watertown Department of Labor on the 1st and 3rd Wednesday of each month from 2:00-4:00 pm.

RECOMMENDATION:  Read the instructions carefully to assist you in completing the application.  Make sure you include the NAF Vacancy Number on your Application/Resume.

NOTE: In keeping with the objective expressed by the Department of the Army (AR 215-3) to select the best qualified candidates available, management reserves the right to fill the vacancies by the following methods: Reassignments, promotion, transfer, reinstatement or new appointments.

AAFES

Please direct employment inquires to AAFES administration located in BLDG T-2300, or call 773-5632/772-4231 for more information.  You can also log on to their website at www.aafes.com, go to employment, United States, then New York. Look at available jobs then apply on-line.

Defense Commissary Agency

Please direct employment inquires to the commissary administration located in BLDG P-10730c, or call 772-5294/7457.

City and State Positions

Please direct employment inquires to the Department of Labor at the State Office  BLDG on Washington St. in Watertown, or call 785-2220 for more information.  Website: www.labor.state.ny.us
Private Business and Industry

Please contact the employers directly. 

Websites of interest: www.watertowndailytimes.com
www.1000islandshelpwanted.com
Country Manor Nurse & Rehab Center 
493-3220

(Offer Free C.N.A. Training)

Stream 
 www.stream.com 

(Offer a variety of computer related positions)

The Children’s Home of Jefferson County
788-7430

(Visit the website at www.NNYChildrensHome.com )

Cornell Cooperative Extension Association 
788-8450

Possible Places of Employment at Fort Drum

Business
Telephone
AAFES
773-5631

Key Bank
772-1773 or 773-0155

Cleaning Team 
772-6668

(POC MS Sandy Miller)

Commissary
772-5294

Credit Union
772-4255

Upstate Federal

Federal Job Listing/
772-6500

Employment Recording

Civilian Personnel
772-5393

APF Job Information
772-6500

NAF Job Information
772-4209

NAF Employment
772-5173 or 772-5819

Cleaning at Gutherie/
772-8879

Scimco Building Services

(POC Lori Look)

Fort Drum Dining Facilities/
773-4786 or 772-9753

Jefferson Rehab Center

Other Sources of Employment Assistance

The Workplace 
782-9252

Jefferson Community College
Department of Labor 
785-2220

State Office Building, 317 Washington St.

Kelly Services 
788-4345

200 Mullin St. Watertown
Manpower 
376-6899

Route 26 N Lowville

7550 State Street, Watertown
Southwest Tech Ctr.
287-3590

BOCES
Jefferson Rehabilitation Ctr. 
788-2730

Gaffney Drive

Career Connections-------------------------782-0040

444 Vanduzee, Watertown

Family Home Care Inc----------------------782-5475

21291 RT 12F, Watertown

Options Unlimited Employment---------376-7566

7657 N. State, Lowville

East Coast Contracting Services-------482-2431

Jefferson-Lewis BOCES-------------------779-7200
IUI Tax Svcs
785-2402

Some of the better Internet websites to use in conducting your Job Search

www.careercity.com
Adams Job Bank Online

www.jobsearch.org 
America’s Job Bank

www.usajobs.opm.gov                         Office of Personnel Mgt.

www.armedforces.com
Armed Forces Web Site

www.careermart.com
Career Market Place

www.dmworld.com
Direct Marketing World

www.jobhorizon.com
Job Horizon

www.jobweb.org
Job Web

www.labor.state.ny.us/careerzone
Career Zone

www.nationjob.com
Nation Job Network

www.cs.state.ny.us
NYS Civil Service Exams

www.labor.state.ny.us
NYS/DOL Job Bank

www.cooljobs.com
The Coolest Jobs on Plant

www.wdt.net
Watertown Daily Times

www.nnyads.com
Northern NY Classifieds

www.regionalhelpwanted.com
1000 Islands Help Wanted

www.jobvertise.com                              Jobvertise 

ACS Volunteer Program 
Are you new to Fort Drum or is your spouse deployed?  How would you like a couple hours outside of the house each day, free childcare and the opportunity to learn marketable skills and meet new friends?

Volunteers obtain valuable work experience and opportunities for training to learn new skills, opportunities to increase marketable job skills and to assume responsibility in leadership roles the enjoyment of meeting and working with a variety of people, the satisfaction of contributing to their community, and recognition for their contributions.  In addition, many Volunteer User Agencies have child care reimbursement programs and awards programs to recognize volunteers.

There are volunteer opportunities for everyone whether you want to give your time every week, once a month or once a year.  There are opportunities to volunteer with your family, with friends, or colleagues.  Getting started as a volunteer is easy:  come into the IVC office to look at listings of volunteer opportunities, fill out a registration form, get a copy of the volunteer job description, and then get in touch with the point of contact for the position for information and to arrange a schedule of volunteer hours.

For information on volunteer opportunities, call the Army Volunteer Corps Coordinator, Becky McCarthy at (315) 772-2899 or stop by to find the perfect volunteer opportunity for you.

AFTB

The AFTB Program at Fort Drum is set up to accommodate everyone.  Workshops are scheduled on a monthly basis to ensure everyone has an opportunity to take the AFTB classes.  Instructors are also available to request to conduct AFTB classes for individual units, organizations, and family support groups.  The AFTB Office is located in the ACS building.  For more information call 772-6710.

Class Descriptions

1.01-1.08 is a basic course to help those new to the military                                 understand and cope with the ever-changing military lifestyle.

2.01.01-2.04.06 is for those who are involved in unit or community 

activities and want to learn more for personal growth, leadership skills, and group dynamics.

3.01.01-3.04 is for those wanting advanced leadership skills. 

Classes may be taken in any order and at anytime.  Everyone benefits from AFTB classes.  The AFTB Program is the Army’s way of taking care of its own by teaching its own to take care of themselves.

OP READY

	Operation READY
Provides Family Readiness Group Leaders, Commanders, Rear Detachment Commanders, Chaplains and other tools for training and preparing soldiers and families for future deployments and reunions.

Workshops
All workshops are held at the ACS. For information and registration, call the Family Readiness Coordinator at (315) 772-0470. Free on-site child care is provided for all classes; please register your child for care when you register for classes. Volunteers are also able to bring classes to your unit or Family Readiness Group upon special request. 
	Reunion & Deployment Training
Is your unit planning to deploy or return from a deployment?  Schedule a Reunion or Deployment brief for your Family Readiness Group.  Learn how to maximize the positive aspects of reunion, deal with the stresses of separation and the numerous resources available to assist you.   Call 772-0470 to schedule training.  Childcare is available. 

What Operation Ready Can Offer You
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Pre-deployment Briefings
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Preparation for Separation
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Coping with Deployment Seminars
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Tricks for Kids/Children of Deployed
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Reunion Workshops
[image: image7.png]



Family  Readiness Group Leadership Training
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Key Caller Workshops
 

 


Robert C. McEwen Education Complex

Mission:  To promote lifelong learning opportunities to soldiers, adult family members of the civilian workforce designed to enhance their professional and personal goals.  To meet those goals, coordinate an appropriate mix of traditional and non-traditional educational settings.

Vision:  To develop an environment on the installation where soldiers, family members, and civilians can develop educational goals so that when they leave this community they are proud of their accomplishments and are ready to continue contributing to our Army and our nation.  This is a joint effort between clients, military leadership, and the academic community of the North Country capitalizing on the uniqueness of the student, established academic excellence, and new technology to afford maximum access within mission constraints. For more information call 772-5929.

                               Services Available

Counseling




Non-Traditional Education







DANTES

Army / DOD Testing



CLEP


AFCT




Distance Learning


AFAST

DLAB



Support to Reserve Compo


DLPT




Active Guard and Reserve (AGR)

Typing







Multi-use Learning Facility

College Opportunities in

Functional Academic Skill Training

The North Country


(FAST)
Jefferson Community College

SUNY Canton



The Army Distance Learning 
SUNY Oswego



Program (TADLP)
SUNY Empire

SUNY Plattsburg



Classroom Scheduling
SUNY Potsdam


         Room Location/Design







Automation Support

Education Links



Reservation Request
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