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B WELCOME

Dear Veteran,

First and foremost, thank you for your service. The sacrifices you've made, the
challenges you've faced, and the commitment you've shown to this nation will
always set you apart. But now, as you transition from the military to civilian life,
you're stepping into a new battlefield—one that requires a different set of skills
and strategies.

This workbook is designed to be your mission plan for success. You've already
proven your ability to adapt, overcome, and achieve. Setting SMART goals—goals
that are Specific, Measurable, Achievable, Relevant, and Time-bound—will ensure
that you stay focused and achieve the next phase of your mission: creating a
meaningful and fulfilling civilian career.

In this workbook, we'll break down the SMART framework and show you how to
apply it to your unique journey. Whether you're aiming for a specific career,
pursuing higher education, or redefining your personal purpose, this tool will
help you take control and move with purpose.

You've got what it takes. Let's make it happen.

With respect,

— Kenny Spratt, Founder of TalentBase
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Purpose of the Workbook

Transitioning from military service to civilian life is a mission unlike any other. It's a
time filled with possibilities, challenges, and unknowns. This workbook is designed
to be your compass—a tool to guide you through this process with clarity, structure,
and confidence.

At the heart of this guide are SMART goals. Why? Because they work. SMART goals
help you turn big dreams into actionable steps, ensuring you stay focused,
motivated, and on track. As servicemembers and veterans, you're no strangers to
setting objectives, planning for success, and adapting as needed. This workbook
will help you apply those same principles to your personal and professional life.

Think of this as a mission plan for your transition. You'll identify what you want,
break it down into achievable steps, and track your progress. Whether you're
looking to find a new career, pursue higher education, or simply figure out what's
next, SMART goals will provide the framework to make it happen.

Your future is what you make it, and this workbook is here to help you take control,
stay focused, and succeed.
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What Are SMART Goals?

As veterans, we understand the importance of having a clear mission. That's
exactly what SMART goals are—a way to define your mission, set a course, and
execute it effectively. SMART is an acronym that stands for:

Specific: Clearly define what you want to achieve. A vague goal is like navigating
without a map—you’ll never know if you've reached your destination.

Measurable: Set metrics to track your progress. Think of these as checkpoints
along your route to success.

Achievable: Make sure your goal is realistic. This isn't about taking the easy road
—it's about setting yourself up for success.

Relevant: Align your goals with what matters most to you. This is your mission,
your purpose. Make it count.

Time-bound: Every mission has a timeline. Your goals should, too. Deadlines
create urgency and keep you focused.

The concept of SMART goals has been around since the early 1980s and has been
used by leaders and professionals worldwide. For veterans, SMART goals provide a
structure that feels familiar—a way to plan, execute, and achieve.

Here's why this matters: in the military, every operation has a clear objective, a
timeline, and measurable outcomes. Civilian life can feel chaotic without that
structure. SMART goals bring order to the chaos, helping you stay on track and
accomplish what you set out to do.

This workbook will guide you step-by-step through the process of setting SMART
goals, tailoring them to your transition, and building a roadmap to success. You've
accomplished great things in uniform; now it's time to focus on achieving

greatness in this next chapter.

Let's get to work!
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SECTION 1:

UNDERSTANDING SMART GOALS

What Are SMART Goals?

SMART goals are your mission orders for civilian life. They give you clarity, focus, and
a clear path forward. Each component of a SMART goal works together to ensure your
objectives are actionable, realistic, and purpose-driven. Let's break it down.

Component Definition

Questions
to Ask Yourself

Example

Clearly define what you

want to achieve. Vague

goals create confusion;
specificity creates direction.

Specific

What exactly do | want to
accomplish?
- Who's involved?
- Where will this happen?
- Why is this important?

“l want to secure a project
manager role in the logistics
industry within six months.”

Set measurable outcomes
to track your progress.
Numbers don't lie—they
keep you honest and
motivated.

Measurable

- How much?
- How many?

- How will | know When it's
accomplished?

“I will apply to 10 jobs per
week and attend 3
networking events per
month
until | secure an offer.”

Ensure your goal is realistic
and within reach, given
your current skills, time, and

resources.

Achievable

- Do | have the resources to
achieve this?
- What skills or support do
| need to succeed?

“I will complete a PMP
certification course in three
months to qualify for a

project manager role.”

Align your goal with your
personal values and your
long-term objectives. It's
not just about what you
want, but why it matters to
you.

Relevant

- Does this goal fit into my
overall transition plan?
- How does it align with
my values and future
vision?

“I want to use my leadership
experience to mentor teams
in a civilian
logistics role.”

Every goal needs a
deadline. Without a
timeling, it's easy to lose
focus or procrastinate.

- When will | achieve this?
- What are my milestones
along the way?

“By the end of Q2, | will
secure a role, with interviews
scheduled by the end
of the first month.”
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Examples of SMART Goals vs. Vague Goals

Vague Goal SMART Goal

“I will attend the gym 3 days a week and run 2 miles per

c D QG d e
session to prepare for the Spartan Race in 3 months.”
“I will attend 2 veteran-focused networking events per
< D NE ° DIrE month and connect with 10 professionals on LinkedIn
weekly.”
. _ o “I will save $500 per month for the next six months to build

an emergency fund of $3,000 by December 31.”

Why SMART Goals Matter for Veterans

1. Transition Challenges: Navigating the Civilian Workforce When you step out of
the military, you're leaving behind structure, clear orders, and a mission-driven
environment. The civilian world can feel like chaos in comparison. You might ask
yourself, “Where do | even start?” This is where SMART goals come in—they bring
back that sense of order and mission focus.

e Challenge: Translating military skills into civilian roles.
o Solution: A SMART goal might look like this: “By the end of this month, | will
rewrite my resume to highlight my leadership and logistics experience in
civilian terms, using guidance from two informational interviews.”

e Challenge: Feeling overwhelmed by choices and uncertainty.
o Solution: Break it down: “I will research three industries weekly and identify
the top two career fields that align with my skills and interests within 30
days.”

2. Bridging the Gap Between Military Precision and Civilian Adaptability In the
military, you always had a plan. Whether it was a patrol route or an operations
order, you knew the objective and the steps to get there. In civilian life, goals might
not seem as clear, but the same principles apply. SMART goals give you a structure
to adapt without losing focus.

Precision: Just like preparing for a mission, you'll define clear objectives and ensure
you have the right resources.

Adaptability: Civilian life isn't static—it's unpredictable. SMART goals allow you to
pivot without losing sight of the big picture.
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SECTION 2:
BRAINSTORMING YOUR GOALS

Before diving into creating SMART goals, you need to start with a clear vision
of what you want to achieve. This is your chance to dream big while staying
grounded in what's achievable. Whether your goal is to find a job, go back to
school, or build a new skill, it all begins with brainstorming.

How to Brainstorm Your Goals o

Use these prompts to guide your thinking. Remember, this is about
discovering what matters most to you and finding ways to align your goals
with your values, skills, and aspirations. Write your thoughts freely—don't
worry about whether they're perfect.

Prompts to IdentifK Short-Term Goals (Within 3 Months)
Short-term goals are the quick wins. They keep you motivated and create
momentum for bigger achievements.

1.What do | need to accomplish in the next few weeks or months to
move forward in my transition? ,
o Example: “Attend one networking event this month.”
o Example: “Research three companies in the logistics industry and
connect with five employees on LinkedIn.”
2.What skills or certifications could | gain in the next 90 days?
o Example: “Complete the CompTIA Security+ certification course by the
end of this quarter.”
o Example: “Learn basic Excel skills through an online course.”
3.What immediate steps can | take to build m?/ network? .
o Example: “Reach out to five former military colleagues to ask about their
civilian career paths.”

o Example: “Attend a veteran hiring event in my local area next month.”

Prompts to Identify Long-Term Goals (6 Months or More)
Long-term goals give you direction. They reflect your broader mission and help
you focus on what you want to achieve in the next phase of your life.

1.What is my dream job or career, and what steps do | need to take
to get there? . _ R
o Example: “Secure a role as a project manager in the logistics industry
within six months.”
o Example: “Become a cybersecurity analyst within 12 months by
completing two certifications.”
2.What personal milestones would | like to achieve in the next year?
o Example: “Save $5,000 for an emergency fund by the end of the year.”
o Example: “Buy a home using the VA home loan benefit within 12
months.” . . . .
3.How can | continue to serve or give back in my community?
o Example: “Volunteer for a veteran-focused nonprofit once a month.”
o Example: “Mentor transitioning servicemembers within a veteran
networking group.”
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Examples of Short-Term and Long-Term Goals

Type Goal

Short-Term Attend one veteran-specific hiring event this month.

Short-Term Update my resume to highlight leadership skills within the
next two weeks.

Apply to at least five jobs in my target industry every week for
the next month.

Short-Term

Complete a bachelor's degree in business administration

Long-Term within three years.

Transition to a career in energy sustainability by securing a

Long-Term
ong-fe internship within six months.

Build a network of 50 professional contacts on LinkedIn in the

Long-Term .
next six months.

Your Turn: Brainstorming Worksheet
Use the space below to brainstorm your goals. Think of at least three short-
term and three long-term goals.

Short-Term Goals Long-Term Goals
1. 1.
2. 2.
3. 3.
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SECTION 3:
BUILDING SMART GOALS

Now that %ou’ve brainstormed your short-term and long-term goals, it's time
to refine them into clear, actionable SMART aoals. SMART goals provide the
structure and focus you need to stay on track. This section will guidegou step-
by-step through creating your goals using the SMART framework, and we'll
map out an action plan to ensure success.

SMART . oo Prompts to
Definition .
Component Define Your Goal
- What exactly do you want to achieve?
Define your goal with - Who is involved?
Specific clarity. Make it as - Where will this happen?
detailed as possible. - Why is this goal important to you?

- What challenges might you face?

- How will you measure progress?
- What benchmarks or milestones will indicate you're
on track?
- How will you know when the goal is achieved?

Identify how you will
Measurable track progress and
success.

- What resources do you already have to help achieve
this goal?
- What additional support or tools do you need?
- Are there obstacles you need to overcome? If so, how
will you address them?

Ensure the goal is
realistic given your
current resources and
skills.

Achievable

Make sure your goal
aligns with your

Relevant personal values,

transition needs, and
long-term vision.

- How does this goal fit into your overall transition plan?
- Does this goal align with your long-term career or
personal aspirations?

- Why does achieving this goal matter to you?

- By when do you want to achieve this goal?
- What smaller deadlines or checkpoints can you set
along the way?
- How will you hold yourself accountable for staying
on track?

Set a deadline and
include key milestones
to stay focused and
motivated.

Time-bound
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SMART Goal Creation Worksheet

SMART Component Your Answer
De What is your goal?
2E able How will you track progress?
B evable What resources or support do you need?
Releva Why is this goal important to you?
e-ba o When will you achieve this goal?

2. Action Plan Template

Once you've created your SMART goal, the next step is breaking it into smaller,
actionable tasks. This makes big goals less overwhelming and keeps you moving
forward consistently.

Example: Goal and Action Plan

SMART Goal: Secure an IT job within six months.

Action Steps

Week 1: Update my resume and LinkedIn profile to highlight IT certifications and skills.

Week 2-3: Research 10 companies hiring for IT roles and apply to at least 10 jobs per week.

Week 4: Attend one veteran-focused IT hiring event and connect with recruiters.

Month 2: Schedule & complete at least three informational interviews with professionals in the IT field

Month 3: Obtain the CompTIA Security+ certification to strengthen my application.

Month 4-6: Follow up with applications, prepare for interviews, and secure a position inlT.




Action Plan Worksheet

SMART Goal

Action Steps:

Step 1t

Step 2:

Step 3:

Step 4

Step 5:

« SMART goals give your objectives focus and clarity, while breaking them
into smaller steps ensures steady progress.

e Setting deadlines and identifying milestones helps you stay motivated and
track your progress.

« Be flexible but hold yourself accountable. Adjust your action plan as
needed, but don’t lose sight of your goal.

With a SMART goal and an action plan in place, you're ready to start executing
your mission. Remember, every step forward is progress.

Now, let's get to work!



SECTION 4:
OVERCOMING CHALLENGES

No mission is without obstacles, and transitioning to civilian life is no different.
Challenges will arise, but with preparation, resilience, and support, you can
tackle them head-on. This section will help you anticipate potential
roadblocks, develop strategies to overcome them and strengthen the mental
toughness that has carried you through your service.

1. Anticipating Roadblocks

Common Challenges Veterans Face During Transitions

- Translating Military Skills to Civilian Roles It can be difficult to articulate
your military experience in a way that resonates with civilian employers.

o Example: A logistics officer might struggle to explain their expertise in
supply chain management in civilian terms.

« Feeling Isolated or Misunderstood The camaraderie of the military doesn’t
zka)lvy@/s translate to the civilian workforce, where relationships take time to
uild.

o Example: You might feel out of place in a corporate environment or
unsure how to connect with civilian colleagues.

« Financial Pressures Transitioning often comes with financial uncertainty,
especially if you're between jobs or pursuing education.

o Example: Concerns about covering expenses while job hunting.

. Uncertaint%About Direction Without a clear mission, you may feel adrift
or unsure about the next steps.

o Example: Struggling to identify a career path that aligns with your skills
and interests.

Strategies for Overcoming Challenges

Skill Translation o o .
o Use resources like O*NET Military Crosswalk to translate military skills
into civilian job descriptions.

Building Connections
o Join veteran-focused networking groups or organizations like VFW,
Team RWB, or Hiring Our Heroes.
o Seek out mentors who've successfully navigated their own transitions.

Financial Planning . .
o Create a transition budget to manage expenses during the job search.

Finding Purpose
o Reflect on what you enjoyed most in the military and seek roles that
allow you to continue serving in a different capacity.
o Use goal-setting tools, like this workbook, to create clarity and structure.
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2. The Role of Resilience

How to Maintain Motivation and Adjust Goals
Resilience is the ability to adapt, bounce back, and keep going when things
don’t go as planned. It's a skill you already have from your military training,
and now it's time to apply it to this new mission.
« Set Micro-Goals
o Break large goals into smaller, more manageable tasks. Completing
small steps builds momentum and confidence.
o Celebrate Wins
o Acknowledge every milestone, no matter how small. Each step forward
IS progress.
+ Be Flexible
o Life happens, and sometimes you'll need to adjust your goals. That's
okay—adaptability is strength.
« Practice Self-Reflection

o Regularly assess what's working and what isn’t. Adjust your strategy as
needed and keep moving forward.

Encouragement to Seek Mentorship or Peer Support
You don’'t have to do this alone. Seeking guidance from others who
understand the transition can make all the difference.

« Mentorship: Connect with veterans who've successfully transitioned and
can offer advice, feedback, and encouragement.

o Example: “Find a mentor in your target industry who can guide you
through the job search process.”

« Peer Support: Join veteran groups or forums to share experiences,
challenges, and successes.

o Example: “Attend a local veteran networking event or participate in
online communities like LinkedIn veteran groups.”



SECTION 4:
TRACKING & EVALUATING PROGRESS

Setting goals is only part of the equation. The real challenge is staying the
course and making adjustments along the way. Tracking and evaluating your
progress ensures you stay focused and motivated, while celebratin
milestones reinforces your efforts and keeps you moving forward. This section
provides practical tools and strategies to help you monitor your journey and
celebrate your wins.

1. Anticipating Roadblocks

Common Challenges Veterans Face During Transitions

- Translating Military Skills to Civilian Roles It can be difficult to articulate
your military experience in a way that resonates with civilian employers.

o Example: A logistics officer might struggle to explain their expertise in
supply chain management in civilian terms.

« Feeling Isolated or Misunderstood The camaraderie of the military doesn’t
zka)lvy@/s translate to the civilian workforce, where relationships take time to
uild.

o Example: You might feel out of place in a corporate environment or
unsure how to connect with civilian colleagues.

« Financial Pressures Transitioning often comes with financial uncertainty,
especially if you're between jobs or pursuing education.

o Example: Concerns about covering expenses while job hunting.

. Uncertaint%About Direction Without a clear mission, you may feel adrift
or unsure about the next steps.

o Example: Struggling to identify a career path that aligns with your skills
and interests.

Strategies for Overcoming Challenges

Skill Translation o o .
o Use resources like O*NET Military Crosswalk to translate military skills
into civilian job descriptions.

Building Connections
o Join veteran-focused networking groups or organizations like VFW,
Team RWB, or Hiring Our Heroes.
o Seek out mentors who've successfully navigated their own transitions.

Financial Planning , .
o Create a transition budget to manage expenses during the job search.

Finding Purpose
o Reflect on what you enjoyed most in the military and seek roles that
allow you to continue serving in a different capacity.
o Use goal-setting tools, like this workbook, to create clarity and structure.
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