Retention Sales Guide 

WHY A RETENTION SALES GUIDE?

As the Base Career Assistance Advisor, you are a “salesperson” for the Air Force and although I’m sure you’ll do an excellent job, you might need a little help.  That’s why this guide was prepared.  If you apply the techniques described, you can conduct an effective retention program.

  
This Retention Sales Guide is attractive and functional, not only to encourage use but to emphasize the importance of your job.  It is a small reflection of our pride in the job you are doing for the Air Force.

You will note that the guide is a loose-leaf notebook.  No sales program is static.  As changes and modifications develop, you can easily insert the most current information.  Then too, we know you have ideas…some crossfed information…and other items you’d like to add.  These items can easily be placed in your guide.
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The United States Air Force is the most powerful 

Air Force in the world.

And that’s a fact.

But, what will tomorrow bring?  Will we still be the most powerful?
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A lot depends on you.  Since Caesar and before, military commanders have called noncommissioned officers the backbone of a military organization.  

Every Air Force Chief of Staff has echoed that sentiment loud and clear.  And today the Air Force acknowledges this professional leadership with an ever-increasing scope of duties and responsibilities (AFI 36-2618).  Today, the “backbone” of the United States is strong.  But what will tomorrow bring?  Will it be of the same quality?  Will we have the career noncommissioned officers we need to sustain our enlisted force?      

A lot depends on you. 

You sell Air Force Careers in three ways:

1.  You are the information person for individuals considering a reenlistment decision, their supervisors and commanders on career irritants.

2.  You manage and train a “sales force”

3.  You sell directly by counseling and interviewing airmen and NCOs on factors that influence career decisions.

The purpose of this sales guide is to provide aids in each of these three areas.  Naturally, you will tailor them to meet your individual needs.  Use each in your own way to suit your personality and to fit the problems peculiar to your base.  We have taken the best and most successful ideas from American industry and Air Force management and presented them to you in what we hope is a readable format, with as little regulatory language as possible.  But, a lot depends on you and that’s a fact.

Responsibilities

The buck stops here.

That’s how President Truman described his responsibilities; the buck couldn’t be passed any further.  Where does the buck stop with your job?  What’s your responsibility?  A fast answer might be to “sell Air Force careers.”  But, that’s too generalized.  It could be broken down into many day-to-day details.  Let’s take a look at sales promotion--a very large part of your job.  That’s what the sales guide is all about.

· Obviously you must have an office.  And it must be the kind that helps, not hinders, your career-selling efforts.  That means your office should be suitable for  private interviews. 

· You will want to take an active part in any base-sponsored program, particularly where first and second term airmen are concerned.  The objective is to build morale and improve quality of life.  Generally, when moral is high, so are retention rates.   So touch base with folks in the area that make things happen.  As the Career Assistance Advisor, no one should have better contacts than you do.

· You should play a pivotal role in all motivation matters on the base.  You’re the expert.  Not only should you be right in the thick of things, you should be the spark plug that ignites action.   

· As the lone Career Assistance Advisor, you’re going to need lots of help.  Top three NCOs and first line supervisors are prime supporters of the Air Force reenlistment effort.  Don’t miss a good bet.  Cultivate mutual respect and your program will be off and running 

· A strong working knowledge of important Air Force programs and initiatives that have an impact on retention is a must.  Stay current on the issues affecting the Air Force.  The Current News Early Bird, News Supplement, and Air Force Times are excellent sources for published  news articles and commentary concerning significant defense and defense-related national security issues.  They are internal management tools intended to serve the informational needs of senior DoD officials in the continuing assessment of defense policies, programs and actions.  Access the website at http://ebird.dtic.mil.  

· Local publicity is the best.  It hits airmen where they live.  Your best contact is the base public affairs office.  If they understand what you’re trying to do, they can help in your local publicity efforts.

· Use the promotional materials available to you.  They are sales tools but, like any other tool, they must be used properly. 

· You are the best judge of effective publicity, both nationally and locally.  When you find a method that works, tell the major command, your fellow CAAs and the Retention Operations Office at Air Force Personnel Center (AFPC).  Your successes will be posted on the AFPC Retention Website as part of an idea bank.  CAAs throughout the Air Force can use your ideas to improve their programs.

· Don’t forget to forward feedback.  The retention people at AFPC and on the Air Staff need to know they’re on the right track.  If there’s a better way to accomplish the task at hand, don’t be shy--tell them.  Feedback to headquarters is important.  So keep those letters, postcards and emails coming.

· Some commanders might require that their Career Assistance Advisors develop a quarterly newsletter.  This exchange of ideas could be very useful.  You can do the same thing but don’t forget to send copies up the chain and to AFPC/DPSAA, Randolph AFB, TX 78148.

You’re the 

Commander’s 

Retention Guru 

You advise on the kinds of retention programs he or she should have and how they should run.  The commander should lean heavily on you because you are the resident expert on a number of issues that influence an individual’s decision to stay with or leave the Air Force.  Both airmen and officers need your guidance and support in tackling declining retention trends.  Make sure you’re available.  

One of your most important assets besides your pleasing personality and Air Force expertise is a private office where you can counsel an airman or NCO alone.  “Why?” 

Your answer could be:  “An airman doesn’t want everyone to hear the personal things they want to talk about concerning whether or not to reenlist.  We’re talking about hopes, dreams and in some cases irritants.  It’s hard enough to get an airman to loosen up, without the fear of someone else listening to their conversation.”  

“Another point… often, I’ll have a person waiting to see me while I’m having a private discussion with an airman or NCO.  Say the person I’m speaking with is very positive about not wanting to reenlist, and says so loud and clear.  What do you think that will do to the second person who hasn’t made a decision yet?”

Two items every Career Assistance Advisor office should have:  

· A Computer with internet access and Microsoft Suite 

· An answering machine or voice mail

Handling Problems

Where does an airman turn when he or she has a problem?

What if an airman thinks he or she is getting a raw deal on the job?  He/she didn’t get a well-deserved promotion, wanted to retrain but no one would listen or any of a hundred other problems that an airman or even an NCO might have?  This airman is a good one but is so mad at the Air Force the only solution is OUT!

What can the airman do?

Of course, his/her first course of action is to up channel the concern through the chain of command.  But if for some reason that doesn’t work, you are in a position to help resolve the issue.  Most career NCOs can point to the influence of one individual as the main reason they made the Air Force a career.  As the Career Assistance Advisor, you are that influence for the each and every airman assigned to your wing or center. But there’s something you should do first.

Let them know you’re available.

Publicize the fact that you’re concerned about their issues.  Get your phone number, email address, building number and room number on every bulletin board on base.  Advertise it in the base bulletin, base newspaper or any other local news outlet available.  You could use something like this:

  

After all, no one knows better than you that the best way to sell an Air Force career is to remove the irritants that influence individuals to separate.  Your most important job is seeing that they receive the right information from the right folks.  The second most important responsibility is to follow-up.  Make sure their issues are addressed and resolved by the appropriate point of contact.

Your Sales Team

You’re a sales manager  

Much has been said about you as a salesperson.  You’re also a sales manager.  And that’s even more important because even the best salesperson can’t be in two places at one time.  A good salesperson can multiply his/her efforts through a sales team.

Your sales team.

The NCOs and officers assigned within your wing or center are your sales assistants.  They see your prospective reenlistees more often than you do and will be the ones that they go to first to resolve issues or ask questions.  Often you don’t see a troubled airman or NCO until he or she has already made the decision to separate.  And that’s too late.  There are some Career Assistance Advisors who will be able to contact airmen as soon as they are assigned to the base, while others have populations so big they can’t possibly contact each and every new face.  This is why your sales force of NCOs and officers must do the main selling job.

First, make sure they have accurate information about the CSAF’s efforts to retain high quality airmen.  Second, you need to make sure they are “gung ho.”

The personnel within your units, especially your fellow SNCOs, should be sold on the Air Force as a way of life.  Sure, you’ll have a few who will recite all the reasons why they can’t sell reenlistments: low pay, lack of promotions, high OPSTEMPO, et cetera, et cetera, et cetera, but with your help, others will accentuate the tangible and intangible benefits of an Air Force career. The more you can get others to sell accurate information about Air Force careers the better off your retention rates will be.   

What you don’t want is a bunch of back-slappers. 

The low-pressure salesperson is most effective.  When selling something as important as a way of life, a hard-sell individual can do more harm than good.  You can’t fool today’s generation, especially the quality of recruits we currently attract.  We have enough facts to sell even the most resistive airmen.  But someone has to give them the information.  Since you can’t physically be everywhere, you need the help of NCOs and officers to get the retention word out.  No, they don’t need to get down into the weeds but they should be able to provide up-to-date information or at least point individuals in the right direction.  

It’s your job to ensure NCOs have the tools to give effective career counseling.  Not just when directed by Air Force instruction but as they interact with airmen on a daily basis.

So get out from behind your email and physically visit unit workcenters, dining facilities, the fitness center, the community centers--everywhere folks hang out.  You need to get the base talking about retention.  You should look for every opportunity to meet with formal and informal leaders to discuss issues that affect personnel assigned to your base.

Oh no! 

Not another 

meeting.  

Have you ever felt that way?  You’ve probably been to some dull ones where the minutes creep by like hours.  But you’ve probably also been to some good ones, where you actually hated to see the meeting end because so much was accomplished.  Everyone was involved and committed to getting things done.  Well, you’ll have ample opportunity to facilitate meetings with leadership at all levels.  Clearly defined objectives are your most effective asset.

The advantages 

1.  Meetings generate ideas.  Problems are often solved more readily with several minds working together.  Idea--form a retention working groups to address local concerns  

2.  You can save time by presenting the problem or idea once to the group rather than individually.  Idea--schedule quarterly mentorship seminars to help junior NCOs develop leadership skills. 

3.  When ideas or solutions are the result of the group’s thinking, participants are more likely to act than if it is handed down to them.  Idea--ask the Top-3, Chief’s Group, and other local organizations to support a retention fair.  

Meeting preparation

1.  Select your subject.  It should be specific.  For instance, you can’t expect to accomplish much if your subject is “retention.”  It’s too general.  You’ll lay yourself open for a gripe session and a loose, disjointed discussion with no conclusions, and no results.  Instead, take a specific subject like “counseling airmen.”  Then present it to your group as a questions, like “What’s the best way to counsel airmen on an Air Force career?”

2.  List your facts.  You know the proper counseling techniques.  Review them on pages 19 to 22 of this sales guide.  Have them in front of you at the meeting.

3.  List a number of leading questions and obtain the group’s reaction to each.  Then help the group arrive at its conclusions.

Types of meetings

There are several types of meetings.  We’ve picked out the three most common and most useful.

Lecture or informative

This can be verbal or have the support of visual props.  It is most often used to present facts or tell the “how” and “why” of a situation.   Find your niche and use during unit staff assistance visits.

Advantages:

1.  Subject matter can be covered quickly.

2.  It is adaptable to large groups.

3.  It can be used in short notice emergency meetings.

4.  If you’re a good speaker and well organized, you will influence your audience and increase your status.
Disadvantages:

1.  The group won’t absorb much unless the meeting is followed by topic study.

2.  Unless you’re interesting and well organized, you will lose the group’s attention.

3.   Because the group is not involved and makes no contribution, they may not feel responsible for further action. 

Panel method

Here you use a panel of experts.  Let’s use “counseling” as an example again.  You might invite First Sergeants or other Air Force experts who are particularly good counselors to participate.  With you as a moderator, put them on a panel before a group of junior NCOs.  Of course, you’ll prep the panel members before-hand with sample questions and provide a brief outline for the discussion. 

Advantages:

1.  Your audience gets a number of viewpoints from resident experts--individuals who can provide practical tools that actually work.  The reaction will be “Hey, they make it sound so easy, I can do it too.”  

2.  You can control the meeting better than the “conference method” discussed next, and it usually takes less time.

3.  It can be used with a large group.  Idea--use panel discussions during unit enlisted calls. 

4.  The group can direct questions to the panel.

Disadvantages 

1.  More organization and planning required than with the lecture method.

2.  Group involvement will not be complete.

3.  It is of no value when presenting straightforward information.

The conference method

This method is an excellent motivator and probably creates the liveliest meetings.  You are the conference leader while your group is involved in the discussion.  Your group shares information, ideas, and experiences while each member is learning.  

Advantages

1.  It generates interest.

2. Everyone can get into the act.

3.  It gets the group behind the idea or solution because they came up with it.  

4.  It creates “unity” among the group and builds group morale.

5.  By taking the best from one idea, expanding it, the group can come up with solutions that an individual might never think of.  This is a form of brainstorming.

Disadvantages  

1.  A good conference leader is required.  

2.  It takes more time.

3.  It is of no value when presenting straightforward information.

4.  Some members talk too much and others talk too little.

5.  If not controlled, it can develop into a “free-for-all.”

If you’re going the conference route:  

1.  Be well prepared.  Start with a question that picks them up from their seats.  A conference meeting that starts slowly usually continues that way.  For instance, you might ask, “How do you answer the airman who says, ‘I can make more money in the civilian sector?”

2.  Think of your meeting in terms of a trip.  You’re the trip leader.  You know the destination.  Your group doesn’t and you guide them there.

3.  After the discussion gets going, keep it on track by such techniques as, “Yes, but what about…” or simply, “let’s get back on track.”

4.  Don’t discourage anyone who wants to talk, but make sure everyone participates.  Draw the quite ones into the conversation, quickly point to them and say, “ so, what do you think about that?”  That person just might have the best solutions.  

5.  When you’re asking leading questions of the group, ask the question first, and then select a person by name to answer.  This forces everyone to be on his or her toes.  If you give the name first, everyone else settles back.  

6.  If you get no answer to a question, simply say, “Is the question clear?”

7.  Don’t always direct the question to an individual.  If you do this too much, your conference will develop into a question and answer session.

8.  If you are asked a question, try not to answer it.  Say, “That’s a good question.  Let’s consider it.”  Then rephrase it, ask it of the group or break the question down.  For instance, if someone asks, “How often should an airman be counseled?” You might say, “Good question.  Do you think an airman should be counseled only at certain key periods, or at random--what’s your idea about this?” 

Counseling

Counseling --

What’s that?

Is it this?  Supervisor calls the airman in and says,  “Sit down, please. According to AFI 36-2618, The Enlisted Force Structure, I’m supposed to talk to you about benefits, entitlements, and opportunities available in an Air Force career.  Here’s the fact sheet from the AFPC website.  Read it and if you have any questions, let me know.”  

Or is it this?  Low-pressure selling -- supervisor finds out what the airman wants, than helps his/her subordinate find the best way to get it.  Finding out what the airman wants, is called “qualifying.”

Qualifying the prospect
Means supervisors need to look for anything that would influence the career decision.  First, they’ll need to find points of interest to get the conversation started.

When talking to a single airman, consider the following questions:

Do you have any hobbies?

How do you like living in the dormitories?

Do you have a lot of friends?

Do you plan to get married?

How do you feel about moving from place to place?

Do your parents support your career? 

When talking to an airman who’s married, consider the following:

Do you have children?

Does your spouse work outside of the home?

Do you live on base?

How does your spouse feel about the Air Force?

What are your thoughts about medical care?

Nondescript questions

What are your ambitions?

What type of work do you like?

Do you like your present assignment or specialty?

If not, what would you change?

Are you interested in off-duty education--college or trade school?

Have you ever held a full-time civilian job?

How do you feel about job security?

Would you like an overseas assignment?

Now that you have them talking

Do you take the direct or indirect approach when trying to determine their career intent?  The direct approach--simply ask them if they plan to reenlist.  The indirect approach--leads the conversation towards discussing long term goals.

Advantages of the direct approach

1.  Getting straight to the point takes less time.

2.  You can quickly smoke out objections.  If you ask “Are you going to reenlist?” and the airman answers “No,” you then ask “Can you tell me what lead you to that decision?” You can hardly get to objections quicker than that   

3.  On doubtful prospects, you still have an opportunity to influence career decisions.  Some have been waiting for someone to help them make up their minds.  But, you should be cautious.  You don’t want to high-pressure an airman into reenlisting and have them regret it later.  

4.  Along the same lines some airmen feel prefer advice from an older, more experienced NCO. 

Disadvantages of the direct approach:

1.  Aggressive airmen will resent this “forward march” approach.

2.  The airman might think, “It’s the same old military bit.  They talk. I listen.”

3.  Even with a nonassertive individual, you might not find out his or her real objections because you haven’t taken the time to establish a friendly understanding with him or her.

How about infiltrating?

This is the indirect approach.  You might have fewer fatalities.  First, you put the person at ease.  Very important--just some chatter about sports, his or her goals, what his or her hobbies are, or anything but reenlistments.  When the person is relaxed, start asking questions about their aspiration.  Then keep quiet and listen. 

Advantages of the indirect approach:

1.  The shy type feels secure.

2.  The very fact that a top NCO is listening will come as a pleasant surprise.

3.  Listening is a form of recognition.  It makes the individual feel good about your interest.

4.  It encourages the individual to discuss things honestly and to voice objections.  

“All present and 

accounted for.”

You need to gather all the information you can about career motivation.  Accurate information is your ammunition.  The following ideas are suggested management tools.  Feel free to use these but don’t stop there; develop some of your own.

A rundown on each unit 

Contact your servicing military personnel flight or individual unit commanders or first sergeants to get information on each unit within your wing or center.  Information should include but is not limited to:

· Name, email address and phone numbers of individuals in leadership positions (officer & enlisted)

· Number of individuals assigned

· By enlistment category (i.e., 1st term, second term, and career)

· List that identifies supervisors and their subordinates

· Name and phone of SNCOs

· Up-to-date reenlistment rates from the Air Force Personnel Center Retrieval Applications website (RAW) located at http://www.afpc.randolph.af.mil//. These numbers will provide trend data or at least help establish a norm. 

· Unit-specific factors that positively or negatively influence retention (i.e., high OPSTEMPO or competitive sourcing and privatization proposed under A76).  Don’t stop there, include the unit’s efforts to address the issue.

· Hot prospect list.  This is an up-to-date list of individuals eligible for quality review under the selective reenlistment program.

Potential publicity

Commanders, 1st sergeants and supervisors should be your source for career motivating story material.  Every time you come in contact with a key member of a particular unit, you should ask for story leads.  Make a record of what you get and funnel that information to the public affairs officer for a potential spot in the base paper.  

Morale problems

You don’t have to ask for gripes but how about keeping a record of them?  Those that continue to appear may be real sore spots for the individuals assigned.  You may find that continued repetition of a gripe by unit personnel means that real problems exist.  Maybe they need to be resold on an Air Force career.  Records over a period of time on morale problems can tell you an awful lot about what issues lie under the surface.  They may serve as ammunition if you want to take the problem to the unit or wing commander. 

Planning Your Work

Planning your work

“Aw, c’mon!  This is kid stuff!” Is that what you’re thinking?  You may be right.  But planning is imperative.    You make better use of your time and it eases pressure.  Usually when a top is blown, it’s because too many things are happening at once.  Planning can cut these incidents down.

By the week

Develop a weekly calendar that outlines your schedule.  Putting it down on paper helps you visualize what’s needed. 

· Gather information on airmen Jones and scheduled ask him to lunch

· Contacting the public affairs office about releasing monthly retention statistics 

· Meet 51st CS/CC and 1st Sgt to discuss staff assistance visit

· Attending local organization meetings (i.e., Top-3, 1st sergeants, Air Force Association, Sergeants Association, etc…)

· Airmen Social at the recreation center

· Developing copy for monthly retention article    

Keep it flexible

You can’t schedule every minute or even every hour of every day.  You’ll have appointments canceled, a high-level crisis, or any number of things.  Leave time for the unexpected.

Selling Airman

Don’t sell retirement to single airmen

Usually, airmen couldn’t care less about tomorrow.  They often want to live for the moment.  So, point out that four more years of on-the-job experience and classroom training will better prepare them for civilian life.  Besides, at the end of their reenlistment they will have extensive supervisory experience.

Maybe he or she wants a change of scenery 

If the airman wants to try a new trade, it’s a lot easier to make that transition while in the Air Force vice starting anew in the civilian sector.  Besides, the variety of skills to choose from in the Air Force is greater than just about any other civilian company. 

What if they want to become an officer (OTS and AFA)

With the required college credits, the Airman Education and Commissioning Program or Bootstrap Program might be of interest--point them in the right direction.  The folks at the education office are always glad to help.

He or she may like travel 

The Air Force offers assignment opportunities throughout the continental United States and in several locations overseas.  For more information on the assignment process, direct them to the Military Personnel Flight, commander support staff or Air Force Personnel Center at http://www.afpc.randolph.af.mil/.

Young people want friends

Most airmen want friendships.  Especially single airmen with no close ties in the local area.  The Air Force gives them a common bond that’s rare in civilian life.

Free room and board

Airmen probably take their dormitory space and meals in the dining facility for granted; they wouldn’t if you gave them an idea what these two items would cost on the civilian economy.  Develop a listing that identifies monthly expenses for the surrounding area.  Make sure you include utility, transportation, clothing and cleaning costs.

First-Term Airman Involvement

“Involvement” is key to retention.    Your personal involvement in their unit and local community is even more important.  Use a two-fold approach to motivate them.  Involve them in local efforts to attract potential Air Force recruits.  Work with your local recruiter to set-up day trips to area schools or events in the surrounding area.  Projects like these instill pride and enhance esprit de corps.

Additional ideas: Work with local schools to establish tutoring or mentorship programs.  First-term airmen should have an excellent rapport with school aged children.  Plus it gives these budding NCOs an opportunity to sharpen their leadership skills. In the end, not only will they be selling the Air Force; they’ll sell themselves on an Air Force career.  There is no greater reward than being involved.  

Career Assistance Advisors and unit commanders should be continually on the lookout for first-term airmen who may qualify as helpers.  Get them involved in the local community.  Of course, there are other ways of getting the first-term airmen involved, such as participating in Base Honor Guard and drill teams. 

Married airmen are different

They are interested in job security.  And even though still young, they can be sold on the benefits of retirement.  Twenty years in the Air Force isn’t half the years the average civilian works before becoming eligible for retirement.  

He or she can choose

With a guaranteed retirement check, married airmen should have an easier time in transitioning to the civilian sector.  Couple retirement benefits with the host of other entitlements the Air Force has to offer married personnel and you’ve got a combination that’ll surpass almost anything the civilian industry has to offer.

· Medical and dental care for self and family (AFI 41-115)

· Insurance at low rates (AFI 36-3008)

· Military Pay and Procedures (DoDFMR, Vol 7A)

· Subsistence and quarters allowance 

· Station allowances outside the United States 

· Dependent travel

· Monetary support for Movement of household goods 

· Family separation allowance 

· Selective Reenlistment Bonus (AFI 36-2602)

· Home loans (AFI 36-3005)

· Survivors’ benefits (AFI 36-3006)

· Casualty Services (AFI 36-3002)

· Service Retirements (AFI 36-3203) 

· Physical disability retirement and separations (AFI 36-3212)

· Assignments (AFI 36-2110)

· Transitional Assistance (AFI 36-3024)

· Education Service (AFI 36-2306)

Publicity

You’re not classified material

Your office should be as well known as the BX, the fitness center the Enlisted Club and your name should be bantered about more frequently than the wing commander’s name.  You should constantly advertise, publicize, and use every means possible to let folks know who you are, what you do and where your office is located.

Make use of the base newspaper
The base newspaper should be your mouthpiece.  This means you’ve got to work pretty closely with the Public Affairs office. The editor has a tough time filling every issue with real news.  If you consistently feed newsworthy material, you’ve got a friend.  So…what’s newsworthy?

1.  Whatever affects the reader personally.  “Benefits” and “entitlements” are always good subjects.

2.  Whatever is nearby.  For the most part, local base material will be of greatest interest, unless the article is about a change in pay, benefits, or establishing a brand new program.

3.  Human-interest stories are good as well.  What appeals to readers’ emotions--a story about a permanently ill child who is being taken care of by the Air Force would be a gripper.

4.  Whatever is unusual.  An ordinary reenlistment story is no news.  If the reenlistee has turned down a very good civilian job to reenlist; or came back to the Air Force under the Extended Prior Service Program; or has an advanced degree but enjoys his or her career so much that they’ve elected to stay with the Air Force--these stories are exceptionally interesting.

5.  Whatever instructs.  “How to” articles are particularly popular.  For instance, an article on how to take advantage of educational benefits, or how to invest additional monies towards your retirement would interest readers.  

6.  Whatever answers questions or provides solutions.  Career Assistance Advisors should run a weekly “Career Advisor Corner” in their local base paper.  This way, on a routine basis, you’re able to address the base on issues that are relevant to the local community.   

Blow your own horn

When you straighten out a career irritant and the good news story won’t publicly embarrass anyone--tell the whole world.  Let the airmen and NCOs on base know that you’ve pointed someone in the right direction.  The first rule of thumb, never miss an opportunity to put your address, phone number and email address up in lights. 

If you’re the reporter

Most often, all the editor needs is a news tip and he or she will take it from there.  However, if you’re asked to get the facts, there are five W’s you should look for:

1.  Who is the story about -- name, age, grade, unit?

2.  What is the story about -- reenlistment benefits?

3.  When did the story take place -- date?

4.  Where did the story take place --squadron, base?

5.  Why did it happen -- why did the airman reenlist?  This is especially important to publicize.

One more word

You’ll save yourself a lot of legwork and time, if you’ll advertise and publicize yourself.  You should be known as the clearinghouse to address irritants and concerns.  You don’t have to have the correct answers in your hip pocket but you should be able to point folks in the right direction.  Because you do this for a living, you should be the resident expert in getting things done. 

Another tool -- the base bulletin

The following are some typical short messages you could use to get the word out:

Your Career Assistance Advisor can give you the career information and details you need.  Sgt John Doe is located in building (location).  Contact him/her at (phone)

Are you eligible for an SRB?

Ever thought about retraining?

Contact your Career Assistance Advisor to determine if your qualify.  MSgt Doe is located in (building) or Call (phone number).  

Not even Air Force requirements stand still.  You may qualify for retraining into an SRB specialty.  Check it out in building (location) or call (phone). 

Have you wondered about your chances for an SRB?  Check with the experts.  Call your Career Assistance Advisor at (phone) for more information.

We don’t claim to know everything but we do know where to find out.  Have a question?  Save your time and temper -- give your Career Assistance Advisor a call at (phone).

Rumors are the most unreliable source of information.  Get the real deal from your Career Assistance Advisor, building (location).

Airmen have told us they want one office -- one place -- one stop for timely accurate answers.   Head for the Career Assistance Advisor’s office located in building (location) or call (phone).

Whether you’re staying in or getting out, the Career Assistance Advisor has the facts.  I’m located in building (location).  Come by and see me.

Explore your future with the Air Force.  Your Career Assistance Advisor is here to help.  Call (phone) or visit building (location).

Find out what career field suits you best.  Contact your base career field advisor at (phone).

Think the grass is greener.  Compare objectively, your military career.  Call your Career Assistance Advisor at (phone) or visit building (location).

Career guidance tailored to your needs.  Staying in or getting out, I have the answers you’re looking for.  Contact the Career Assistance Advisor (phone) or visit building (location).

Career Decisions

Are you “in” or “out”?  Career Assistance Advising  

Airman and NCOs differ widely in their ability to make a career decision. 

Some know exactly what they’re going to do; others have vague, unrealistic plans and need assistance and advice.  Your primary purpose is to provide information that will positively influence the career decision. Remember that it’s a big decision--a decision that should not be made hastily.  

The Air Force wants to make sure each individual contemplating a career decision has sufficient information about the opportunities that are available.  And that’s the whole idea behind the Career Assistance Advisor.   As a trained Career Assistance Advisor, you must tell it like it is, but first you need to know why retaining our force is vital.

Enlisted Retention -- The big picture

The warning light is on enlisted retention.  With particular concern is retaining the right number of 1st and 2nd term airmen to sustain the an right manpower mix. This group of fully trained airmen and mid-career NCOs represents our highly skilled technicians, maintainers, trainers and deployers.

Air Force Retention Goals 

In the 1st term category, airmen with between 4-6 years of active service, we need 55 percent of eligibles to reenlist.  

In the 2nd term category, airmen with between 8-10 years of active service, we need 75 percent of all eligibles to reenlist. 

Within the career category, airmen with over 10 years of active service, we need to retain 95 percent of eligibles.  

So, how are we doing?

For the first time in three years the Air Force met one of its three FY reenlistment category goals.  Second term and career rates have remained constant at 69% and 91% for the last 3 years but their goals haven’t been met for the last 4 to 5 years.

· 1st term reenlistment rate was right on target with 55% for the first time in 3 years.

· 2nd term rate was 69% and constant for last 3 years but hasn’t met goal in last 5 years. 

· Career rate was 91% and constant for last 3 years but hasn’t met goal in last 4 years.

Retention data as of 30 Sep 01:

	Category
	FY99
	FY00
	FY01

	1st Term     
	49%
	52%
	55%

	2nd Term    
	69%
	69%
	69%

	Career 
	91%
	91%
	91%


AF GOALS:  1ST term = 55%, 2nd term = 75%, Career = 95% of  reenlistment eligibles 

Where you fit in 

Over 128,000 airmen, 46% of the enlisted force, are eligible to make a reenlistment decision between FY02 and FY03…with a robust economy, there is potential to have large numbers of our airmen migrate to the civil sector for more stable lives. 

Factors that negatively influence the career decision 

The 2000 Air Force New Directions Survey identified the “Top Ten Reasons for leaving the Air Force:

1  Availability of Civilian Jobs

2  Pay and Allowances

3  Recognition of One’s Efforts

4  Leadership at Unit Level

5  Overall Job Satisfaction

6  Choice of Job Assignment

7  Say in Base of Assignment

8  Promotion Opportunity

9  Geographical area/current base

10  Amount of additional duties

To address these concerns, the CSAF continues to focus on managing tempo, improving compensation and retirement, enhancing quality of life, refining care for families, and revamping personnel programs.  Your job is to ensure you’re able to articulate his efforts.  

Need help, take a look at the AFPC Retention Website at http://www.afpc.randolph.af.mil/  
How can you influence the career decision?

With the individual who has decided on a civilian job, you have an opportunity to show comparative wage and compensation data.  First, find out what he or she plans to do.  Second, find a pay table that identifies wages and fringe benefits for that skill.  Finally, prepare a comparison that contrast Air Force pay and benefits with that civilian job.  Not sure where to start, The Riley Guide is a great source of information and is accessible on the worldwide web.  Find the guide at http://www.dbm.com/jobguide/
For the individual who enjoys the Air Force, but for one reason or another is looking for a new challenge, suggest retraining into another career field.  Approximately 5,500 enlisted personnel retrain each year with the majority being voluntary actions.  The major retraining categories are:
“CAREERS” Retraining

Used to retrain first-term airmen into career fields with shortages.  Annually, approximately 1,500 first term airmen volunteer for this program

NCO Retraining Program (NCOP)

Used to retrain NCOs (E-5s through E-7s) from career fields with NCO overages to career fields with NCO shortages.  Historically, about 2,000 NCOs retrain each year (1,300 for FY00).  The program is conducted in phases:

(1) Phase I/II -- all eligibles may apply voluntarily.  Members who remain eligible after initial selection receive a notice advising the remaining quotas and their “vulnerability” for involuntary retraining

(2) Phase III -- eligibles in overage skills are involuntary selected by HQ AFPC to retrain into shortage skills 

Disqualified Airmen Retraining

Used to return members disqualified from their current AFSC to productive status.  Commanders are encouraged to separate members disqualified “for cause.”  Oversea disqualified airmen are allowed to retrain via On-the Job-Training (OJT) into selected AFSCs.  Approximately 300 “not for cause” and 100 “for cause” disqualified airmen are retrained each year.

Humanitarian/Exceptional Family Member Program (EFMP) 

Used to retrain members with unique humanitarian/EFMP situations.  Members are allowed to retrain via OJT into selected AFSCs.  Approximately 150 airmen are retrained through this program each year. 

Special Duty/Lateral Retraining

Allows members with at least a 5-skill level in their “core” AFSC to voluntarily retrain into First Sergeant/Recruiter duty.  Requirements in lateral skills (i.e., those skills with no billets for new recruits) are filled only through retraining.

The Selective Reenlistment Bonus (SRB) Program encourages individuals to remain on active duty and to retrain into AFSCs where needed. 

The SRB program provides monetary incentive to encourage reenlistment in, and retraining into, critical military skills with insufficient reenlistments to sustain the Air Force Career Force Objectives in that particular skill. 

Current legislation authorizes three zones of bonus eligibility based on years of service.  

· Zone A -- Reenlistments that occur between 17 months and 6 years of service (generally affects A1C-SSgt).  

· Zone B -- Reenlistments that occur between 6 to 10 years of service (mostly affects SrA- TSgt). 

·  Zone C -- Reenlistments that occur between 10 and 14 years of service (generally affects SSgts- MSgt).

Each enlisted specialty authorized an SRB is assigned a zone multiple which reflects the predicted degree of monetary incentive needed to produce the desired reenlistment in that particular specialty.  The Department of Defense authorizes SRB multiples from ½ through 15, in ½ increments.  Maximum cumulative payment through out the life of the reenlistment is $60,000

SRB Equation:  Monthly Base Pay  multiplied by the number of additional years of obligated service multiplied by SRB zone multiple equals the cumulative SRB amount.

Payment method:  After taxes half of SRB entitlement is paid on the day of reenlistment; the remaining half is paid in equal installments on the anniversary date of the reenlistment.  SRBs are terminated/recouped if the SRB reenlistment contract is broken voluntarily or due to misconduct.

All enlisted specialties are reviewed semi-annually (normally Jun and Dec) for potential changes with regard to SRB status.  HQ AF/DP is the approval authority for SRB program changes.  Your local military personnel flight maintains a list of SRB skills with applicable zone multiples or find the information at Air Force Personnel Center website http://www.afpc.randolph.af.mil/.

Selective Reenlistment Bonus List as of Mar 2001

The current SRB list contains 154 skills, which equates to 78% of the AF skills now eligible for an SRB in one or more zones. 

Additions and multiple increases are effective 23 Mar 2001.  Multiple decreases (already decreased on the listing below) and deletions (already removed from the listing below) are effective 1 May 2001. Below is the most current SRB list.  For more  information, contact your local Military Personnel Flight’s Reenlistment office.
	AFSC
	CLEAR-TEXT
	ZONE A
	ZONE B
	ZONE C

	
	
	
	
	

	1A0X1
	IN-FLT REFUELING
	1.5
	2.5
	0.5

	1A1X1B
	FLT ENG-HELICOPTER
	1.0
	2.5
	1.0

	1A1X1C
	FLT ENG-PERFORM QUAL
	1.0
	1.0
	0.5

	1A2X1
	ACFT LOADMASTER
	1.0
	1.5
	1.0

	1A3X1
	AIRBORNE (ABN) COMM SYSTEMS   
	2.5
	2.5
	0.5

	1A4X1
	ABN BATTLE MANAGEMENT
	3.0
	2.0
	-

	1A4X1D
	ABN BATTLE MANAGEMENT (WD)
	3.5
	3.0
	0.5

	1A5X1
	ABN MISSIONS SYS 
	2.5
	2.5
	-

	1A6X1*
	FLIGHT ATTENDANT (PREVIOUS 8A000)
	-
	0.5
	-

	1A7X1*
	AERIAL GUNNER
	2.5
	1.0
	1.0

	1A8X1B**
	ABN ROMANCE CRYPTO LINGUIST
	4.0
	3.0
	0.5

	1A8X1C**
	ABN SLAVIC CRYPTO LINGUIST
	5.0
	5.0
	1.0

	1A8X1D**
	ABN FAR EAST CRYPTO LINGUIST
	5.0
	5.0
	-

	1A8X1E**
	ABN MID EAST CRYPTO LINGUIST
	5.0
	5.0
	-

	1C0X1
	AIRFIELD MANAGEMENT
	2.5
	1.5
	1.5

	1C0X2
	OPERATION RESOURCE MGT
	1.5
	1.0
	0.5

	1C1X1
	AIR TRAFFIC CONTROL     
	5.0
	6.0
	5.0

	1C2X1
	COMBAT CONTROL   
	5.0
	5.0
	1.5

	1C3X1
	COMMAND POST    
	2.0
	2.5
	0.5

	1C4X1
	TAC AIR COMD & CONTROL
	3.0
	2.5
	1.5

	1C5X1/A/B/C
	AEROSP CON AND WARNING SYS
	4.0
	3.0
	1.0

	1C5X1D
	AEROSP CON & WARN SYS (WDs)
	4.5
	3.5
	1.5

	1C6X1
	SPACE SYS OPS       
	4.0
	5.0
	2.0

	1N0X1
	INTEL APPLICATIONS   
	4.0
	4.5
	0.5

	1N1X1
	IMAGERY ANALYSIS      
	3.5
	3.5
	1.0

	1N2X1
	SIGNALS INTEL PROD
	2.0
	2.5
	0.5

	1N3X2X
	ROMANCE CRYPTO LINGUIST  
	4.0
	3.0
	0.5

	1N3X3X
	SLAVIC CRYPTO LINGUIST   
	5.0
	5.0
	1.0

	1N3X4X
	FAR EAST CRYPTO LINGUIST   
	5.0
	5.0
	-

	1N3X5X
	MID EAST CRYPTO LINGUIST  
	5.0
	5.0
	-

	1N4X1
	SIGNALS INTEL ANALYSIS   
	3.0
	3.0
	0.5

	1N5X1
	ELECT SIGNALS INTEL EXPLTN  
	3.5
	4.5
	-

	1N6X1
	ELECT SYS SECURITY ASSESSMENT
	1.5
	1.5
	-

	1T0X1
	SURV/EVASION/RESIST/ESCAPE OPS
	2.5
	1.0
	-

	1T1X1
	AIRCREW LIFE SUPPORT
	1.5
	0.5
	-

	1T2X1
	PARARESCUE    
	5.0
	5.0
	1.5

	1W0X1X
	WEATHER
	4.5
	3.0
	1.0

	2A0X1A
	F-15 AV TEST STN & CMPNT
	1.0
	-
	-

	2A0X1B
	F-16/F-117 AV TEST STN & CMPNT (A10/B1B/C17)
	1.0
	1.0
	-

	2A1X1
	AVIONICS SENSORS MAINT
	1.0
	2.0
	-

	2A1X4
	ABN SURVEILLANCE RADAR SYS
	3.0
	1.5
	1.0

	2A1X7
	ELECTRONIC WARFARE SYS  
	3.0
	1.5
	0.5

	2A3X1A***
	F-15/F-111 AV SYS (ATTACK CTRL)
	1.5
	0.5
	-

	2A3X1B***
	F-15/F-111 AV SYS (INSTRM & FLT CON)
	2.0
	0.5
	-

	2A3X1C***
	F-15/F-111 AV SYS (COMM/NAV/PEN AIDS)
	2.0
	0.5
	-

	2A3X2
	F16/F117/CV-22 AVIONICS SYS
	3.5
	2.5
	0.5

	2A3X3A
	F-15 TAC ACFT MAINT 
	2.0
	1.0
	0.5

	2A3X3B
	F-16/F-117 TAC ACFT MAINT 
	5.0
	3.5
	1.5

	2A3X3J (C,D,E,F,G,H,Z)
	TAC ACFT MAINT GEN (ALL EXCEPT   F-15/F-16/F-117)
	2.0
	0.5
	-

	2A4X1
	ACFT GUIDANCE & CONT SYS
	2.0
	1.5
	0.5

	2A4X2
	ACFT COMM & NAV SYS 
	2.0
	1.0
	0.5

	2A5X1J (A,B,C,D)
	AEROSPACE MAINT (C5/C9/C12/C17/C20/C21/C22/C26/C27/C130/C141/T39/T43)
	2.0
	1.5
	-

	2A5X1K (E/F)
	AEROSPACE MAINT (B1/B2/B52)
	2.0
	1.5
	-

	2A5X1L
	AEROSPACE MAINT (C135/C18/E3/E4/KC10/VC25/VC137)
	2.0
	1.5
	-

	2A5X2X
	HELICOPTER MAINT    
	4.0
	2.5
	1.0

	2A5X3A
	BOMBER AV SYS (OFF AV SYS)   
	2.0
	1.0
	0.5

	2A5X3B
	BOMBER AV SYS (INSTRU&FLT CON COMP)   
	2.0
	1.5
	0.5

	2A5X3C
	BOMBER AV SYS (BOMB COM NAV & DEF AV) 
	3.0
	1.5
	0.5

	2A6X1A (C,D,E)
	AEROSPACE PROP (JET ENGINES)
	2.0
	1.0
	-

	2A6X1B
	AEROSPACE PROP (TURBOS)       
	2.0
	1.5
	-

	2A6X2
	AEROSPACE GROUND EQUIP
	1.5
	0.5
	-

	2A6X3
	AIRCREW EGRESS SYSTEMS
	3.0
	2.0
	-

	2A6X4
	ACFT FUEL SYS
	2.5
	1.0
	-

	2A6X5
	ACFT HYDRAULIC SYSTEMS
	2.0
	2.5
	0.5

	2A6X6
	ACFT ELECT & ENVIR SYSTEMS
	2.5
	1.0
	-

	2A7X1
	AIRCRAFT METAL TECHNOLOGY
	1.5
	-
	-

	2A7X2
	NONDESTRUCTIVE INSPECTION
	1.5
	1.0
	0.5

	2A7X3
	ACFT STRUCTURAL MAINT
	3.0
	1.0
	-

	2A7X4
	SURVIVAL EQUIP
	0.5
	-
	-

	2E0X1
	GROUND RADAR SYSTEMS
	2.0
	1.5
	0.5

	2E1X1****
	SATELLITE WIDEBAND TELEMETRY SYS
	3.0
	2.0
	-

	2E1X2
	METEROROLOGICAL & NAV SYS
	1.0
	1.0
	-

	2E1X3
	GROUND RADIO COMM
	0.5
	0.5
	-

	2E1X4
	VISUAL IMAGERY & INTRU DET SYS
	1.0
	-
	-

	2E2X1*****
	ELECT COMP & SWG SYS
	2.0
	2.0
	0.5

	2E6X3
	TELEPHONE SYSTEMS
	4.0
	2.0
	0.5

	2F0X1
	FUELS
	1.0
	-
	-

	2M0X1X
	MSL & SPACE SYS ELECT MAINT
	1.5
	1.0
	-

	2M0X2X
	MSL & SPACE SYS MAINT
	1.5
	1.0
	-

	2M0X3X
	MSL & SPACE FACILITIES       
	1.5
	1.5
	-

	2P0X1
	PMEL
	1.0
	1.0
	-

	2R0X1
	MAINT DATA SYS ANALYSIS
	1.5
	2.0
	0.5

	2R1X1
	MAINT SCHEDULING
	1.5
	-
	-

	2T1X1
	VEHICLE OPS
	0.5
	-
	

	2T2X1
	AIR TRANS
	1.5
	0.5
	-

	2T3X1
	SPEC PURPOSE VEH & EQUIP MAINT
	2.0
	1.0
	-

	2T3X2A
	SPEC VEH MAINT  (FIRETRUCKS)
	2.0
	1.0
	-

	2T3X2B
	SPEC VEH MAINT (REFUELING VEH)
	2.5
	1.0
	-

	2T3X4
	GEN PURPOSE VEH MAINT
	2.0
	0.5
	-

	2T3X5
	VEHICLE BODY MAINT
	1.5
	-
	-

	2T3X7
	VEHICLE MAINT CONTROL AND ANALY
	0.5
	-
	-

	2W0X1
	MUNITIONS SYSTEMS
	2.0
	1.0
	-

	2W1X1X
	ACFT ARMAMENT SYS 
	2.5
	1.0
	1.0

	2W2X1
	NUCLEAR WPNS
	2.0
	0.5
	-

	3A0X1
	INFORMATION MANAGEMENT
	-
	0.5
	-

	3C0X1
	COMM  COMPUTER SYS OPS
	5.0
	6.0
	3.0

	3C0X2
	COMM COMPUTER SYS PROG
	5.0
	6.0
	2.0

	3C1X1
	RADIO COMMUNICATIONS SYSTEMS
	1.0
	-
	-

	3C2X1
	COMM COMPUTER SYS CONT
	5.0
	6.0
	2.5

	3C3X1
	COMM COMPUTER SYS PLNG & IMP
	2.0
	1.5
	-

	3E0X1
	ELECTRICAL SYSTEMS
	2.0
	2.0
	1.0

	3E0X2
	ELECTRICAL POWER PROD
	2.5
	2.0
	0.5

	3E1X1
	HEATING & VENT, A/C & REFRIG
	1.0
	0.5
	-

	3E2X1
	PAVEMENTS & CONST EQUIP
	2.0
	-
	-

	3E3X1
	STRUCTURAL
	1.5
	-
	-

	3E4X1
	UTILITIES SYS
	1.0
	-
	-

	3E4X2
	LIQUID FUEL SYS MAINT
	2.0
	2.0
	-

	3E4X3
	ENVIRONMENTAL CONTROLS
	0.5
	1.0
	-

	3E5X1
	ENGINEERING
	1.5
	1.5
	-

	3E6X1
	OPERATIONS MGT
	2.0
	2.0
	-

	3E7X1
	FIRE PROTECTION
	1.5
	1.0
	-

	3E8X1
	EXPLOSIVE ORD DISPOSAL
	1.5
	1.0
	0.5

	3E9X1
	READINESS
	2.0
	1.5
	0.5

	3M0X1
	SERVICES
	0.5
	0.5
	-

	3N0X1
	PUBLIC AFFAIRS
	1.5
	1.5
	0.5

	3N0X2
	RADIO & TV BROADCASTING
	1.0
	1.0
	-

	3P0X1/1A
	SECURITY FORCES  (INCL DOG HANDLER)
	3.0
	-
	-

	3P0X1B
	SECURITY FORCES (COMBAT ARMS)
	3.5
	-
	-

	3S0X1
	PERSONNEL
	-
	0.5
	-

	3U0X1
	MANPOWER
	-
	0.5
	-

	3V0X1
	VISUAL INFORMATION
	0.5
	0.5
	-

	3V0X3
	VISUAL INFO PROD DOC 
	2.0
	1.0
	-

	4A0X1
	HEALTH SERVICE MGMT
	-
	0.5
	-

	4A2X1
	BIOMED EQUIPMENT
	2.0
	2.0
	-

	4B0X1
	BIOENVIRONMENTAL ENGRG
	3.0
	3.0
	0.5

	4C0X1
	MENTAL HEALTH SVCS
	1.0
	1.5
	-

	4D0X1
	DIET THERAPY
	0.5
	0.5
	-

	4E0X1
	PUBLIC HEALTH
	1.5
	1.5
	0.5

	4F0X1
	AEROMEDICAL
	2.0
	1.0
	0.5

	4H0X1
	CARDIOPULMONARY LAB
	0.5
	-
	-

	4J0X2
	PHYSICAL THERAPY
	0.5
	1.0
	-

	4M0X1
	AEROSPACE PHYSIOLOGY
	0.5
	0.5
	-

	4N0X1
	MEDICAL SVC
	1.5
	-
	-

	4N0X1A
	MED SVC (ALLERGY/IMMUNOLOGY)
	2.0
	0.5
	-

	4N0X1B
	MED SVC (NEUROLOGY)
	2.0
	0.5
	-

	4N1X1
	SURGICAL SVCS
	0.5
	
	

	4N1X1D
	SURGICAL SVCS (OTORHINOLARYNGOLOGY)
	2.0
	2.0
	-

	4P0X1
	PHARMACY
	2.5
	1.0
	-

	4R0X1
	DIAGNOSTIC IMAGING  
	1.0
	0.5
	-

	4R0X1A
	DIAGNOSTIC IMAGING (NUCLEAR MEDICINE)
	1.5
	1.0
	-

	4R0X1B
	DIAGNOSTIC IMAGING (ULTRASOUND)
	1.5
	1.0
	-

	4R0X1C
	DIAGNOSTIC IMAGING (MAG RESONANCE)
	1.5
	1.0
	-

	4T0X1
	MEDICAL LAB
	1.5
	1.0
	-

	4T0X2
	HISTOPATHOLOGY
	0.5
	0.5
	-

	4V0X1
	OPTOMETRY
	1.0
	-
	-

	4Y0X1
	DENTAL ASST
	1.0
	1.0
	-

	4Y0X2
	DENTAL LAB
	1.5
	1.0
	-

	5J0X1
	PARALEGAL
	1.0
	0.5
	0.5

	5R0X1
	CHAPLAIN SVC SUPPORT
	0.5
	-
	-

	6C0X1
	CONTRACTING 
	2.0
	3.0
	0.5

	6F0X1
	FIN MGMT & COMPTROLLER  
	0.5
	-
	-

	7S0X1
	SPECIAL INVESTIGATIONS
	1.0
	1.0
	3.0

	9L000
	INTERPRETER/TRANSLATOR
	5.0
	5.0
	1.0

	9S100
	TECH APPLICATIONS SPECIALIST
	4.5
	4.0
	-


* Effective 31 Oct 00:  Airborne (ABN) AFSCs 1A6X1 and 1A7X1.

** Effective 30 Apr 01:  ABN AFSCs 1A8X1B/C/D/E.

*** Previously these skills were listed as 2A3X1X (Zone A @ 1.0), based on the different retention levels CFM requested each skill be regarded on it's own merit.  

**** Effective 30 Apr 00,  2E4X1 and 2E8X1 were merged into AFSC 2E1X1.  

***** Effective 31 Oct 00:  2E2X1X AFSC SHRED "X" DELETED and became 2E2X1.

- Highlighted skills are Decreased (D)/Removed (R) effective ~30 days from approval of the SRB Program revisions.

  -- EFF 31 Oct 00:  2E3X1 MERGED WITH 2E2X1.

  -- EFF 31 Oct 00:  2E6X1 MERGED WITH 2E6X2.  EFF 1 May 01:  2E6X2 WAS DEL FROM SRB LIST. 

- Total SRB AFSCs:  154

- Total AFSCs:  197  [All AFSCs were counted.  If an AFSC had a shredout that could)

Chronic Critical Shortage (CCS) Skills Program is yet another effort to encourage retraining into critical skills. 

The CSS skills program helps to reduce NCO (E-5 through E-7) shortages in readiness and sortie-generating skills.  The Program provides designated skills a promotion opportunity 1.2 times that of non-CCS skills.  Additional promotions are at the expense of non-CCS skills.

 CCS skills are defined as 

(1) “Chronic” - unfavorable NCO manning which has persisted and projected to persist for the current FY plus one 

(2) “Critical” - skills essential to either war-fighting capability, having a direct impact on readiness, or sortie-generating

(3) “Shortage” - shortages (less than 90%) in SSgt through MSgt manning indicating a shortage of experience and mid-level expertise.  

AF Skills Management Division reviews and updates the list of CCS skill on an annual basis.  For more information contact your servicing military personnel flight.

	FY00 Chronic Critical Shortage Skills

	AFSC
	Title

	1A2X1
	Aircraft Loadmaster

	1A3X1
	Airborne Comm Sys 

	1A4X1X
	Airborne Battle Mgt 

	1C0X1
	Airfield Mgt

	1C1X1
	Air Traffic Control

	1C2X1
	Combat Control

	1C3X1
	Command Post

	1C4X1
	Tactical Air Command and Control

	1C5X1X
	Aerospace Con & Warning Sys

	1N0X1
	Intel Applications

	1N1X1
	Intel Imagery Analysis

	1N3XXX
	Intel Crypto Linguists (All linguists)

	1N4X1
	Signals Intel Analysis

	1N5X1
	Electronic Signals Intel Exploit

	1T2X1
	Pararescue

	1W0X1X
	Weather

	2A1X4
	Airborne Surveillance Radar Systems

	2A5X3X
	Integrated Avionics Sys

	2A6X3
	Aircrew Egress Systems


Additional benefits  

Before the final decision is made, make your reenlistment prospect consider both the tangible and intangible benefits, entitlement, and advantages of an Air Force career.  The following list isn’t all-inclusive, but it should get you thinking.

1.  Education opportunities

2.  Seamless transitions into other career fields.  Individuals can retrain without losing seniority or wages. 

3.  Job security--no layoffs or strikes

4.  All expense paid travel that in most cases includes family members

5.  Government guaranty of loans

6.  Emergency aid

7.  Legal assistance

8.  A purpose in life

9.  Association and friendship with people who have similar goals and values

The intangible items listed at numbers 8 and 9 might sound trite to some people, but don’t they mean a lot to you?  So, why shouldn’t they mean something to the young men and women you come in contact with? 

All Air Force people share the same type of life, make similar sacrifices and have many of the same ideals and values.  This doesn’t mean we’re all carbon copies but we are a lot more alike than our civilian counterparts.  This makes for kinship -- a closely-knit community.  Even when we leave for another base, we fit right in.  This is one of the meanings of the statement, “the Air Force is not just a job, it’s a great way of life.”  Capitalize on these emotions when you discuss reasons to stay with the Air Force Family.  

Simply put, emotions sway them
People don’t really buy things or make decisions about their lives on a completely logical basis or even for practical reasons.  They don’t talk about miles per gallon or other practical reasons for buying a beautiful new sports car.  They talk about power, romance, and status.  That’s how most airmen and NCOs decide for or against an Air Force career -- for emotional reasons.  You might think that pay is what counts, but most often what’s really important is how they feel about the Air Force on an emotional level.  

But if the pay issue comes up, here’s another approach to pay and benefits

Pay and allowances are what you’ve got coming--what you’re entitled to.  “Benefits,” for example, are free family medical care and educational support while membership in the Enlisted Club and use of recreational facilities are “advantages.”

Entitlements


Pay

Allowances

Clothing

Cost of living

Dislocation allowance

Family separation

Household goods

Overseas housing

Temporary lodging

Travel 

Subsistence

Hazardous Duty Pay

Hostile Fire Pay

Commissary

BX

Shipment of POV

Supplemental Housing Allowance

Flying Pay

Foreign Duty Pay

Unused Leave Pay

Humanitarian Assignment

SRB

Leave

Medical care

Dental care

Social security

Retirement

Benefits

Family medical care

Education Support

AF Aid

VA Mortgage insurance

FHA In-Service-Home-Loans

CHAP

Family Services

Montgomery GI Bill

SGLI

Survivor benefits

Death gratuities

VA Compensation

VA Pensions

Legal assistance

Casualty assistance

Advantages

Education on base/off duty

Travel

Clubs

Recreation facilities

Retraining

AECP

Bootstrap/direct/OTS Commissioning 

Low-cost insurance 

Federal Credit Unions

Counseling

Libraries

PME

OJT

Movie Theaters

Recognition and awards

Base of Preference Program

Hobby Shops

Arts and Crafts

Youth Centers

Child Development Centers

Sales Promotion

What’s in your closet?

Consider the following anecdote.  Auto companies send their dealers sales promotion materials at regular intervals.  Then their representatives check the dealers on how these materials are being used.  On one of these tours a company representative asked a dealer about the latest sales promotion materials the company sent him.  The dealer looked blank, than called his sales manager.  The sales manager was equally blank, but suddenly he brightened.  Going to a closet, he pulled out an unopened package and plunked it down on the desk between the dealer and the company rep.  A thick cloud of dust rose, than settled down on the dealer and rep.

Later the same day as the rep was leaving, the sales manager stopped him.  “Say,” he said, “I sure learned a lesson today.”  “Oh,” said the rep, happy that some good had come from his call, “what’s that?”

“I’m sure going to have the porter keep those packages dusted,” was the reply.

Dusting is not enough

The pamphlets, pay guides, folders, brochures, displays -- all the advertising material you develop to help you do your job -- won’t do much good if it’s not used.  Make sure your material is value added and of interest to you target audience.  

Is that all?

Not quite.  There is a right way and a wrong way to hand out material.  Let’s take a look at the ways that work for some of the top sales organizations in industry.

Mail it

Direct mail, as it’s known in sales, consists of any type of advertising mailed to a prospect.  It could be a letter, an email, a folder, a booklet or a catalogue, and there are venues.

The letter

The letter is used most often.  It’s the one of the cheapest forms of communication and by far the most personal (outside of going to the person’s office). Here’s a quick lesson on basic communication -- a letter has four parts:

1.  The introduction--here’s where you grab your reader quickly.  Get his or her interest.  

2.  The body--here you elaborate on what you just said in the introduction.

3.  The close--always ask for action.  A letter that gets the reader’s attention, sells the idea but doesn’t ask for action is a waste.  Ask him or her to call, come by your office, or provide feedback.  

4.  Attachments--don’t forget to include supporting documents, pamphlets, or brochures.  This adds a polished finishing touch. 

Some steps to remember

1.  Be sure the address is correct and current.  Make sure that the name is spelled correctly.  A minor thing, unless it’s your name that’s misspelled.  And get the grade right.  Don’t send photocopied letters--sending an original tells the receiver you really care.

2.  When you get an inquiry, answer it immediately.  If the airman has taken the trouble to ask you a question, he’s a good prospect.

3.  Keep a list of hot prospects and stay in touch.  Remember -- mail is great, but a personal visit or even a phone call is even better.

Things you can do with direct mail

1.  Welcome the family when an airman is assigned to your base.  Also, imagine the impression it will make if a welcome note from the Commanding Officer is also received.

2.  Inform airmen where your office is who you are and what you do.

3.  Maintain contact with them between counseling interviews.

4.  Inform them about changes in benefits.

5.  Invite them to your office for a conversation.

6.  Congratulate them for being eligible for reenlistment.

7.  Congratulate them for reenlisting.

8.  Congratulate them for a promotion.

9.  Congratulate their families on the service member’s accomplishments. 

10.  Make specific sales points.  For instance, pick out the names of every first term airman on your base who has two years of college and send them a sales pitch on the Airman Education and Commissioning Program.

11.  Make comparisons between specific AFSCs and comparable civilian occupations.  This can be a powerful sales tool.  The point here is to make it specific. For instance, get the starting salary of a civilian aircraft mechanic from the Employment and Monthly Report on the Labor Force, issued by the U.S. Department of labor.  Then draw up all the benefits of an Air Force mechanic with a sergeant’s rating.  Compare them and send a general mailing to all aircraft mechanics on base or discuss your findings during the a unit staff assistance visit.

12.  Use direct mailing to pave the way for having lunch with at least one airman a week.

13.  Distribute literature.  These mailings or emails should never be made without the personal touch.  You’ve got a great personality; let it shine.  

Maintain visibility around the base

Display advertising -- billboards, posters, counter cards -- go where the people are, in day rooms, the BX, the hospital, the flight line, and the dinning facility.  Here are some tips:

1.  Set up wherever the foot traffic or auto traffic is heavy.

2.  The length of the approach to a poster or billboard is important.  The longer they are visible, the more effective the location.

3.  The angle of the poster or billboard is also important.  Head-on to oncoming traffic is best.

4.  Being close to or “buried” among other displays is bad.

The Hollywood approach

There’s no sales tool quite as effective as a motion picture.  Get with the public affairs office for access to the latest Air Force production.  

Movies can’t stand alone

As powerful as movies are as motivators, they can’t stand-alone.  A movie that is designed to train or motivate someone to do something, needs something before and after.

Before

Always introduce the film.  Give a short synopsis on what your audience is going to see and why.  Tell them the main points to look for.

After

Summarize the film, than ask specific questions about specific points that were made in the film.

It’s never wrong to write

Writing a good letter is a tough job.  Yet, it can mean a great deal to the recipient.  Particularly when it’s a letter of congratulations.  Here are some samples covering several different situations.  Use them anyway you want -- in whole or in conjunction with your  own ideas.  But write.  Don’t use an impersonal form letter.  Send an original.  Encourage supervisors and Top-3 within your units to write as well.  Perhaps it would be helpful to have a few training sessions to provide some advice and ideas.  P.S. If you can arrange for the wing or base commander to sign these letters, so much the better!  

Letter to airman selected for reenlistment:

Dear (name)

Congratulations! You have been selected for reenlistment.  Your technical skills combined with your maturity are just what the Air Force needs.  The important thing now is--what do you want to do?  Consider the long and short of it.

The long.  Should you make the Air Force your career?  There’s a lot to think about.  Besides your regular pay, you’ll receive fringe benefits that are hard to match in civilian life.  For instance, you can retire early in life.  You’ll still be young enough to start a civilian career with the comfortable cushion of a pension.  And you’ve already served part of those years toward retirement.

The short.  Just look at the next four or six years.  You’re still quite young.  More years of training in your specialty will better prepare you for a civilian job. What’s more, you’ll have supervisory experience when you leave the Air Force.  

You’re invited to stop by my office at any time if you have questions or just need someone to listen to your concern.

I sincerely hope you decide to stay with the Air Force.  Your country needs you. 

Letter to airman on reenlistment 

Welcome to the Air Force team!  I’m very pleased to hear that you are staying with us.  Frankly, each time a person of your caliber reenlists, the Air Force becomes a little stronger.

I don’t know whether or not you realize it but you can be a tremendous influence on other airman who are wondering whether they should make the Air Force their career.  Talk about your decision to stay with the Air Force family with pride.  If you’re asked questions about benefits, education, promotion--anything about an Air Force career, feel free to refer him or her to me.

I wish you all the success in the world in your career.  If there is anything I can ever do for you, please call on me.  Career airmen need to stick together.  

Letter to spouses of airmen on reenlistment

Dear Sgt/Mr/Mrs (name)

I have already written your husband/wife congratulating him/her on his/her reenlistment in the Air Force.  I also congratulate you on your part in this vital family decision?  

Your job as an airman’s spouse is both a challenging and rewarding one.  You should feel proud of your contribution to your partner’s success. 

We believe you and your husband/wife are an excellent addition to the Air Force family and we are delighted you’ve elected to stay with us for another four/six years.

If you have any special problems related to your continuing career as an Air force spouse, please feel free to call on me for assistance. 

Letter to airman’s parents on reenlistment

Dear (parent’s name)

I have already written to your son/daughter congratulating him/her on his/her recent reenlistment in the United States Air Force.  Since his/her progress is a credit to you, we would like to extend our congratulations to you as well!

Immediately your son/daughter will enjoy the benefit on continued career stability, job security and increased opportunity for advancement--as well as tax exemptions, insurance, health and medical benefits.  Your son/daughter can have a good future in the Air Force.  He/she is the kind of airman we will be happy to have with us for years to come.  We are delighted that he/she has decided to again “put wings to his/her career” by reenlisting in the Air Force.

We hope you, too, will congratulate him/her on having made a wise and mature decision.  Best wishes for the coming years.

Letter on airman on promotion

Dear (Name)

Congratulations on your recent promotion to the grade of ____!  Clearly, the promotion was well deserved.

It is airmen like you that I like to point proudly as proof that the Air Force is truly a “career” service where merit is recognized and rewarded by advancement, honor and material gains.  I would also like to express the hope that you will take advantage of the continuing career possibilities for training and study open to you.  The higher you go the broader your possibilities become.  As you know, for the career airman who will work and capitalize on the opportunities offered by the Air Force, the sky is the limit!


With sincere good wishes,

Letter to airman’s parents upon promotion

Dear (name)

I recently had the honor of congratulating your son/daughter on his/her promotion to the grade of  (insert grade).  He/she has made a valuable contribution to the United States Air Force mission and is highly deserving of this distinctive honor.

The Air Force promotion system is a highly selective process and only the best-qualified individuals are chosen to advance in grade.  This is because our service requires intelligent, well-rounded specialists who can work harmoniously with their fellow team members.  Among the criteria considered in selecting your son/daughter were his/her outstanding job performance, leadership skills and flawless military bearing.

Your son’s/daughter’s achievement reflects great credit upon himself/herself and his/her organization and is a tribute to his/her sound upbringing.  While the Air Force strives to fully develop each individual’s potential, such a formidable task would not be possible without the basic building blocks first provided by his/her parents.

I am happy to inform you of this distinctive achievement by your son/daughter and to tell you that I am proud to have him/her serving in my command.

Miscellaneous Promotions

Idea Bank

Deposits and Withdrawals  

Here is a bank of ideas on retention.   Use them as is or tailor them to fit your situation.  Just don’t forget to return the favor by making a deposit.   Send your ideas to the AFPC Retention Office in care of  the  afretention@afpc.randolph.af.mil

Here are a few retention improvement actions for implementation at your location

Send letters of congratulations to spouses/parents of those first and second term airmen who were promoted on the last cycle and those selected for Airmen of the Month/ Quarter.

Invite family members to Commander’s Calls and similar forums when assigned personnel are being decorated or honored.

Organize a wing sponsored retention banquet for all first-term airmen and their spouses to be held once a year.  Invite dignitaries, Medal of Honor winners or former Chief Master Sergeants of the Air Force to attend.

Organize a wing commander’s conference with first and second term airmen approaching their selective reenlistment window.

Ask commanders to initiate an additional open-door policy after duty hours.  Sessions are conducted informally in his/her office, in civilian clothes, for all airman and junior NCOs who’d like to discuss a problem.

Organize a senior NCO counseling service to provide assigned personnel advice on personal problem or personal grievance.  Problems are discussed in an informal manner and kept in strict confidence.  

Send letters to the spouses of first term airman to emphasize the advantages of an Air Force Career.

Start-up a “Rummage Room” operation.  This room provides a collection of toys, clothes, etc., which are serviceable, but no longer of use to the family members.  Any member of the squadron who has need for these items may take them at cost or for free.  

Acquire a recreation-service bus, for off-duty recreational runs, such as trips to professional baseball games, camping trips, and tours of interest in the immediate area.  Or arrange a ride with transportation. 

Initiate a panel to discuss making military service more attractive to first-term airmen.  The panel is voluntary and is composed of five to ten airmen and SNCOs as appropriate.

Use unit morale funds to treat first and second term reenlistees to dinner and a movie.   

Develop a program to welcome newly assigned airmen to your unit.  Assign mentors to take an active interest in their development.

Establish a separate bulletin board for information relevant to issues that effect first-term airman and first-time supervisors.  

Develop a Retention Seminar for junior NCOs to address leadership development.  Provides supervisors guidance on counseling techniques.  Topics of discussion include salesmanship, career benefits, and particle counseling techniques on leadership.  

Spouses’ clubs at the unit level could send congratulatory letters to spouses of airman selected under the Selective Reenlistment Program.  Letters provide pertinent information from a spouse’s prospective.

Encourage the commander and first sergeant to meet with newly assigned spouses. 

Contact prior service enlisted members who have returned to active service and publicize their reasons for coming back into the USAF.

Encourage the commander/first sergeant to meet with separating airmen to discuss reasons for separation.

Offer to attend unit commander’s calls to discuss retention issues.

Publicize feature stories on first and second term airmen who elect to reenlist.  Use the base paper to showcase your work or display names on the base billboard.   

Take photos of reenlistment ceremonies and publicize on a local web site or post on unit bulletin boards.

For or against

There it is.  A sales promotion approach to career motivation, reenlistment and retention.  Do you need it?

Could a quarterback carry the ball, do the blocking, pass and receive all at the same time?  Of course not -- he needs a team.  Likewise, your team is local commanders, first sergeants, superintendents and supervisors.  

Armed with their help you should be able to build an excellent retention program.  Advertising plants the seed that retention is important while sales promotion brings it to fruition.  Personal selling harvests the fruit.  

That’s selling

Sometimes, you’ll hear, “What we need are better barracks, more money and more available promotions.  Then we can sell careers.”

A good sales manager says to his or her team, “You’ve got to accentuate the positive and eliminate the negative.”  You’ve got a good product to sell.  It has plenty of benefits.  Accentuate the positive.

Business studies have proven that successful teams use tailor sales aids to meet their individual needs.  If the material in this guide is off base, alter it to fit your needs. 

Top-3 NCOs & First Line Supervisors

How about the Top-3 NCOs and first line supervisors

Our noncommissioned officers, particularly within the top three grades, and first line supervisors can significantly improve Air Force retention.  Let them help you get the word out -- all they need is the facts.  Just think, they work with your pool or potential reenlistees on a daily basis and they  are your biggest assets.  Use every opportunity to meet with them and discuss local efforts to influence retention.   

Objectives

Although methods from base-to-base may differ, the objectives should be the same; SNCOs need to “communicate to motivate.”  It may be counseling, working through spouses or visiting the barracks -- airmen need their support, their ideas, and their guidance.  Once again, that’s where you come in.  Make sure you’re out front leading the way; providing accurate information and a burst of enthusiasm. 

Career Assistance Advisors are the focal point for getting in touch with people and determining what’s needed.   Use local talent to get things done.

Points to ponder

· Use unit first sergeants to help solve irritants

· Don’t forget about spouses

· Encourage supervisors to ask for help

· Search for new ideas--new ways of doing things--or improvements for handling people

· Get the most current information on issues that effect base personnel and pass it on

· Do things for people

· Use your local civilian organizations to further your efforts

· It’s all up to you, the Career Assistance Advisor

Air Reserve

Components

AF RESERVE AND NATIONAL GUARD OPPORTUNITIES

Use those years you spent on active duty to launch a career in the Air Force Reserve or Air National Guard Program!  Guard and Reserve career fields encompass a wide range of opportunities.  Jobs include airlift, aircraft maintenance, air transportation, aerial refueling, civil engineering, communications, medicine and many others.  See http://www.afreserve.com/profiles/prof_nav.htm for additional information. Contacting a reserve or guard recruiter is now easier than ever with our automated systems.

The Air Force Reserve and the Air National Guard are known as the Air Reserve Component (ARC) and are an integral part of the Total Force.  The ARC currently provides more than half of the Air Force capability in strategic and tactical airlift, combat communications, air rescue, aeromedical evacuation, and aerial refueling.  They accomplish the entire US interceptor, tactical reconnaissance, aerial spraying and weather reconnaissance missions.  

The Air National Guard is organized primarily into Selected Reserve units.  They are commanded/controlled by their state/commonwealth/territorial governors in peacetime. 

The Air Force Reserve is organized into Selected Reserve units, Individual Mobilization Augmentees (IMAs), Individual Ready Reserve, and Standby Reserve.

Air Force Reserve Command (AFRC) is headquartered at Robins AFB, GA, and is the ninth major command of the Air Force.  AFRC plays an integral role in the day-to-day Air Force mission; it is not a force held in reserve for possible war or contingency operations.  The AFRC has 35 flying wings equipped with their own aircraft and seven associate units that share aircraft with an active-duty unit.   

Air Reserve Personnel Center (ARPC) is a direct reporting unit in Denver, CO; it provides personnel services to all members of the AFRC and Air National Guard.  ARPC also manages the IMA program for the Ready Reserve, and maintains master personnel records for all Guard and Reserve members not on extended active duty.

Air Force Reserve and Air National Guard recruiters can help you find positions.  Base IMA Administrators, or BIMAA’s, are located on bases throughout the Air Force.  See http://www.arpc.org/newsinfo/bimaa.htm to locate the closest Base IMA Administrator.

For a Category A (guard unit), Category B (IMA) or Category E (points only) assignment, contact the nearest Reserve recruiter at (800) 257-1212.  E-mail is at www.afreserve.com or contact the IMA Recruiting Liaison Office at 6760 E. Irvington Pl. #9500, Denver, CO, 80280-9500, (303) 676-7057 or DSN 926-7057.

The Air Force Reserve Command Recruiting Squadron (HQ AFRC/RS) is located at 64 Green St, Warner Robins GA 31093.  Their toll free number is 1-800-223-1784 and the commercial number is 912-327-0138.  This office has a worldwide alphabetical (by operating location) listing of all Air Force recruiters.

We also now have an AF Reserve Recruiting Web site.  It is http://www.afreserve.com/flash.htm and you can also contact HQ AFRC/RS regarding this information at DSN 497-0147.  

Comprehensive fact sheets are available for AFRC at http://www.afrc.af.mil  Click on News & Information, then Fact Sheets.  Mission and organization of AFRC are described at http://tecnet2.jcte.jcs.mil/htdocs/factsheets/FS00-16.htm (see attachment).  Fact Sheets for ARPC are located at http://www.arpc.org (click on Fact Sheets).  See attachment.

Active Guard and Reserve tour and Air Reserve Technician listings are available on the AFRC Homepage at www.afrc.af.mil under “Jobs” or on the ARPC Homepage at www.arpc.org under “AGR Job Opportunities.”  Information on unit vacancies can be found on the AFRC Homepage under “AFRC Units.”  IMA vacancy information is available on the ARPC Homepage under “Assignments/Reserve Opportunities.”

Specific information about Reserve Components to include bringing the reserve component on active duty, reserve activation options and types of aircraft at Air National Guard and Air Force Reserve Bases can be found at http://www.re.hq.af.mil/reip/afr101.htm
There are countless opportunities for Guardsmen and Reservists throughout the Air Force.  It is worth your time to investigate the web sites and homepage references listed.  What a great way to preserve your retirement benefits while serving your country!   

Retention Policy Office

Director of Personnel Force Management

Headquarters US Air Force

Washington, D.C. 20330-1040

DSN227-9012

Info current as of Oct 01

NEED AN EAR?





INTERESTED IN YOUR FUTURE?  BELIEVE YOU’RE READY FOR INCREASED RESPONSIBILITY?  LOOKING FOR A CHANGE OF CLIMATE?  DESIRE A MORE CHALLENGING JOB?  GET THE ANSWERS.  MY OFFICE DOOR AND EARS ARE ALWAYS OPEN.  COME IN AND SEE ME AT (ADDRESS), OR I’LL COME TO SEE YOU.  CALL ME AT (PHONE NUMBER) OR FORWARD AN EMAIL AT (EMAIL ADDRESS).
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