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Always build your network. Start early in your career and keep it up. These contacts can be
invaluable in the job search process.

Use Informational Interviews. These provide excellent interview practice in a low stress
environment. They also help build your network! Be sure to get at least two new contacts from
each info interview. You can ask the hard questions that you may be too embarrassed to ask in a
real interview. It helps them get to know you (and possible recommend you for future job
openings) and helps you get to know them. | make my kids start doing info interviews in high
school. It helps them discern their career choices, and learn about the working world.

Every job has 2 parts: what you do + industry you work in. You may be an accountant and
work for a big accounting firm or work for the Phillies. Very different industries. Use
informational interviews to learn about different industries.

Colleges offer (free) campus tours. Take them. I wouldn’t interview a candidate who didn’t
know the basics about my school. I wouldn’t hire a candidate who never bothered to take the
tour. If you are on the short list, and live far away, fly in early and take the tour!

Do your homework, be the most prepared. Start with the campus tour. Find facilities
employees on campus (they are not hard to find) and interview them. What is good and bad
about working there? What is the campus culture? If they were king for a day, what one big thing
would they change? Use what you glean from these talks in the interview — find a way to weave
it in. I noticed a Have-a-heart animal trap in the rafters of the student union building. I found a
custodian and asked what that was about. Turns out they had a squirrel living in the building who
hid by day and wreaked havoc every night. | added my squirrel hunting experience from navy
housing into the interview.

Second and third interviews — visit and do more homework. Ask who will be conducting the
interview. | had a panel of 8: heads of residence life, dining services, auxiliary services, athletic
director, etc. Research the people that will be interviewing YOU. They will ask predictable
guestions about their own particular areas. Be prepared with examples from your career of how
you dealt with or improved housing, dining halls, sports fields, etc. Be prepared with questions
for them.

Go after the senior facilities position. Any CEC officer with 15+ years experience is highly
qualified to be the senior facilities manager at a college or university. Set your sights high, don’t
aim for a second or third tier position. Now, if you have selected a limited geographical area,
because these positions do not roll over very often, you may have to settle for second tier



position. But start out aiming for the senior position. Don’t be intimidated by job descriptions
that ask for higher-ed experience — you have it.

Get your resume reviewed, eliminate ALL MILITARY jargon. This is harder then it seems.
Have one of us retired guys review your resume again!

The entire job search process is a learned skill. If you stay in the military for 20 years, you
typically don’t get much opportunity to learn or practice these skills (like negotiating salary).
Identify and work to improve your weaknesses in the search process. Practice interviewing, write
down your questions. Get help with your resume. Send written, not e-mailed, thank you notes.
Decide what you want to be when you grow up, don’t be nebulous (Read the book: What color is
your Parachute, if you can’t decide). Tailor every resume and cover letter. Contact me or Dan
King or any retired colleague and ask for help. Don’t let your ego get in the way.



