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SAFETY PRECAUTIONS:  N/A

(ON-PPT-1)
INTRODUCTION







          (8 MIN)

1.  GAIN ATTENTION:  In today's world, a stock broker has to know everything concerning how the stock market operates and be able to see all the trends the market takes in order to be truly successful.  The wealthy broker will have a system that identifies who, what, where, when, why, and how of working the market for success.  Recruiting is much like the stock market, and the broker in our business is the recruiter!  We have developed a system for working our recruiting market that will make us all wealthy in terms of making mission consistently. Today we are going to learn the basics about this system; and later classes will take us more into detail about particular aspects of working this system.

(OFF PPT 1 / ON PPT 2)
2.  OVERVIEW:  Good morning / afternoon class, my name is______, of the Basic Recruiter Course.  The purpose of this period of instruction is to provide you with the basic understanding of the components of systematic recruiting by discussing the goal of systematic recruiting and the individual components of the system.  This lesson relates to all other classes received during RSS Operations portion of the Basic Recruiters Course.

 Instructor Note:  Have students read the learning objectives to themselves and look up when done.                                    

(OFF PPT 2 / ON BLANK SCREEN)

3.  LEARNING OBJECTIVES:  


a.  TERMINAL LEARNING OBJECTIVE:  Without the aid of references,


identify in writing the eleven components of Systematic Recruiting in accordance


with Guidebook for Recruiters, Volume I, MCO P1130.76.  (8411.4.1)


b.  ENABLING LEARNING OBJECTIVES:

(1) Without the aid of references, identify in writing the goal of Systematic Recruiting in accordance with Guidebook for Recruiters, Volume I, MCO P1130.76.  (8411.4.1a)

(2) Without the aid of references, identify in writing how systematic recruiting is used as a tool in accordance with Guidebook for Recruiters, Volume I, MCO P1130.76.  (8411.4.1b)

(3) Without the aid of references, identify in writing how systematic recruiting is comprehensive in accordance with Guidebook for Recruiters, Volume I, MCO P1130.76.  (8411.4.1c)

(4) Without the aid of references, identify in writing how many components of systematic recruiting there are in accordance with Guidebook for Recruiters, Volume I, MCO P1130.76.  (8411.4.1d)

(5) Without the aid of references, identify in writing the two maps used in systematic recruiting in accordance with Guidebook for Recruiters, Volume I, MCO P1130.76.  (8411.4.1e)

(6) Without the aid of references, identify in writing the purpose of the assets map used in systematic recruiting in accordance with Guidebook for Recruiters, Volume I, MCO P1130.76.  (8411.4.1f)

(7) Without the aid of references, identify in writing the purpose of the enlistment map used in systematic recruiting in accordance with Guidebook for Recruiters, Volume I, MCO P1130.76.  (8411.4.1g)

(8) Without the aid of references, identify in writing the purpose of the profile/progress book used in systematic recruiting in accordance with Guidebook for Recruiters, Volume I, MCO P1130.76.  (8411.4.1h)

(9) Without the aid of references, identify in writing the two sections of the profile/progress book used in systematic recruiting in accordance with Guidebook for Recruiters, Volume I, MCO P1130.76.  (8411.4.1i)

(10) Without the aid of references, identify in writing the purpose of the list folders used in systematic recruiting in accordance with Guidebook for Recruiters, Volume I, MCO P1130.76.  (8411.4.1j)


(11) Without the aid of references, identify in writing the purpose of the                                  

recruiting substation programs book used in systematic recruiting in accordance with Guidebook for Recruiters, Volume I, MCO P1130.76.  (8411.4.1k)

(12) Without the aid of references, identify in writing the three sections of the recruiting substation programs book used in systematic recruiting in accordance with Guidebook for Recruiters, Volume I, MCO P1130.76.  (8411.4.1l)

(13) Without the aid of references, identify in writing the two files used in systematic recruiting in accordance with Guidebook for Recruiters, Volume I, MCO P1130.76.  (8411.4.1m)

(14) Without the aid of references, identify in writing the purpose of the working file used in systematic recruiting in accordance with Guidebook for Recruiters, Volume I, MCO P1130.76.  (8411.4.1n)

(15) Without the aid of references, identify in writing the purpose of the command recruiting file used in systematic recruiting in accordance with Guidebook for Recruiters, Volume I, MCO P1130.76.  (8411.4.1o)

(16) Without the aid of references, identify in writing the purpose of the scheduling and results book used in systematic recruiting in accordance with Guidebook for Recruiters, Volume I, MCO P1130.76.  (8411.4.1p)

(17) Without the aid of references, identify in writing the sections of the scheduling and results book used in systematic recruiting in accordance with Guidebook for Recruiters, Volume I, MCO P1130.76.  (8411.4.1q)

(18) Without the aid of references, identify in writing the purpose of the pool board used in systematic recruiting in accordance with Guidebook for Recruiters, Volume I, MCO P1130.76.  (8411.4.1r)

(19) Without the aid of references, identify in writing the purpose of the priority prospect card / reenlistment card (PPC/RC) control box used in systematic recruiting in accordance with Guidebook for Recruiters, Volume I, MCO P1130.76.  (8411.4.1s)

(20) Without the aid of references, identify in writing the purpose of the NCOIC management book used in systematic recruiting in accordance with Guidebook for Recruiters, Volume I, MCO P1130.76.  (8411.4.1t)

(21) Without the aid of references, identify in writing the purpose of the NCOIC - Recruiter training file used in systematic recruiting in accordance with Guidebook for Recruiters, Volume I, MCO P1130.76.  (8411.4.1u)

4.  Method / Media:  This class will be taught by the lecture method with the aid of computer assisted graphics and your student outlines.

Instructors Note:  Explain the Instructional Rating Forms to the students.

5.  Evaluation:  You will be evaluated by written examination on the third term exam located in the large classroom on T-27 at 0730.

TRANSITION:  Are there any questions about what we will be covering today or how you will be evaluated?  Let’s discuss the goal of systematic recruiting.

BODY









        (50 MIN)
                  
(OFF BLANK SCREEN / ON PPT 3)




          (3 MIN)

1.  The goal of systematic recruiting is to organize the recruiter's efforts so that the required contacts, face-to-face meetings (appointments), interviews, and contracts are achieved.

(OFF PPT 3 / ON PPT 4)                                                                                      (2 MIN)


a.  The system is a tool that assists the recruiter in developing an effective monthly plan plus daily and weekly schedules.

(OFF PPT 4 / ON PPT 5)






          (2 MIN)

b.  The system is comprehensive in that all prospecting activities and recruiting programs are included in the Working File. This ensures that all prospects, poolees, and recruiting assets within an RSS are scheduled for contact on a regular basis and used.

(OFF PPT 5 / ON BLANK SCREEN)
TRANSITION:  What questions do you have about the goal of systematic recruiting?  What is the goal of systematic recruiting?  Now let’s look at the 11 components of systematic recruiting.

 (OFF BLANK SCREEN / ON PPT 6)    



                      (5 MIN)

2.  Systematic Recruiting is comprised of eleven basic components.

(  Maps 

 

 


(  Profile / Progress Book                   

(  List Folders 







(  Programs Book                              


(  Working File 

             


(  Command Recruiting File


(  S & R Book   

(  Pool Board

(  PPC / RC Control Box


(  NCOIC Management Book


(  NCOIC - Recruiter Training File

(OFF PPT 6 / ON BLANK SCREEN)

TRANSITION:  Any questions about the 11 components of systematic recruiting?  Can someone name three of the 11 components of systematic recruiting?  Let’s move forward and discuss the two maps displayed at the RSS.

(OFF BLANK SCREEN / ON PPT 7)




          (2 MIN)

3.  The RSS will maintain two maps large enough to provide a detailed view of the RSS recruiting territory.  One map will display recruiting assets and the other will display enlistments.  

(OFF PPT 7 / ON PPT 8)






          (3 MIN)

· The purpose of the Assets Map is to display the locations of all the various resources and activities available to you in the RSS area.  

(OFF PPT 8 / ON PPT 9)






          (3 MIN)

· The purpose of the Enlistment Map is to display enlistment results of the current and the previous fiscal years.

(OFF PPT 9 / ON BLANK SCREEN)

TRANSITION:  Any questions about the two maps used in systematic recruiting?  Can someone give me the purpose of the enlistment map?  Let’s roll on into the purpose of the RSS Profile/Progress Book.
(OFF BLANK SCREEN / ON PPT 10)




          (2 MIN)

4.  The purpose of the RSS Profile Progress Book (PPB) is to provide a profile, or description, of all your RSS's resources and historical data on the performance and progress of the RSS as a whole.  The Profile Progress Book is broken down into two sections: 

(OFF PPT 10 / ON PPT 11)






          (3 MIN)

(  The Profile Section contains: 

(  RSS Data Sheet

    
(  HS/CC Profile Sheet

    
(  Media Profile Sheet (Print) 

   
(  Media Profile Sheet (Radio / TV) 

    
(  Itinerant Recruiting Trip Profile Sheet 

(OFF PPT 11 / ON PPT 12)






          (1 MIN)

(  The Progress Section contains:

         
(  HS/CC Master Planning Sheets

         
(  HS/CC Progress Reports

        
(  HS/CC Update Reports

(  Working Applicant Sheets

    
(  Enlistment Records

        
(  Monthly Activity Reports

(OFF PPT 12 / ON PPT 13)






          (2 MIN)

         
(  Data Analysis Sheets

         
(  Objectives Sheets

         
(  Activity Analysis Sheets

         
(  Mission Letters

         
(  Mission Restatement Letters

(OFF PPT 13 / ON PPT 14)






          (2 MIN)

         
(  Monthly Pool Report

         
(  Monthly Command Recruiting Report

         
(  Monthly Priority Prospect Card / Reenlistment Card Reports /  (PPC / RC)
         
(  Training and Assistance Reports
(OFF PPT 14 / ON BLANK SCREEN)

TRANSITION:  What questions do you have about the RSS Profile/Progress Book.  What are the two sections of the RSS Profile/Progress Book?  Now let’s talk about the purpose of the list folders.

(OFF BLANK SCREEN / ON PPT 15)
     



          (2 MIN)

5.  The purpose of the List Folders is to contain a list or collection of names compiled from various sources and organized to effectively prospect.
(OFF PPT 15 / ON BLANK SCREEN) 




          (2 MIN)

TRANSITION:  Any questions about the purpose of list folders?  What is the purpose of list folders?  Let’s roll into the RSS Programs Book.

(OFF BLANK SCREEN / ON PPT 16)




          (3 MIN)

6.  The purpose of the RSS Programs Book is to provide a ready reference for Marine Corps Orders on enlistment and reenlistment programs, recruiting notes, administrative instructions, and sample copies of all forms used for enlistment.  The RSS Programs Book consists of three sections:

(OFF PPT 16 / ON PPT 17)






          (3 MIN)


(  Section 1 - MCO's relating to Enlistment Options, bonuses, guarantees, and

Reenlistments.

  (  Section 2 - Recruiting notes, Administrative Instructions, Training Bulletins,

 
Etc.

 
(  Section 3 - Sample copies of all forms used for enlistment and helpful 
administrative details for processing applicants.

(OFF PPT 17 / ON BLANK SCREEN)

TRANSITION:  Are there any questions on the RSS Programs Book?  What are the three sections of the RSS Programs Book used in systematic recruiting?  Now let us look at the files used in systematic recruiting.
(OFF BLANK SCREEN / ON PPT 18)




          (1 MIN)

7.  The two files used in systematic recruiting are the Working File and the Command Recruiting File.  

(OFF PPT 18 / ON PPT 19)    





          (3 MIN)


(  The purpose of the Working File is to systematically distribute your RSS's  


workload by action date. 

(OFF PPT 19 / ON PPT 20)                                                                                   (3 MIN)


(  The purpose of the Command Recruiting File is to serve as a file and a source for potential command recruiters who can generate referrals and enlistments.  The Command Recruiting File also provides an immediate source for the RSS'S reenlistment mission for each fiscal year.

(OFF PPT 20 / ON BLANK SCREEN)

TRANSITION:  Are there any questions about the working file or command recruiting file?  What is the purpose of the working file?  Now let’s look at the purpose of the S & R Book.
(OFF BLANK SCREEN / ON PPT 21)




          (5 MIN)

8.  The purpose of the Scheduling and Results Book is to organize a recruiter’s daily and weekly plan on the when, where, and how the recruiter will prospect, interview, process applicants, work poolees, manage time, and service their area.  


(  Records the recruiters’ prospecting and processing activities.  

· Tool to analyze the recruiters’ daily, weekly, and monthly objectives and the 

effectiveness of all recruiting activities.

(OFF PPT 21 / ON PPT 22)




          

          (3 MIN)

(  S & R Book is divided into five sections:


Section 1:  Week – in - Sight

     
Section 2:  Month – in - Sight 

     
Section 3:  Memo sheets

     
Section 4:  Time Worksheets

     
Section 5:  Canvass / Referral List

(OFF PPT 22 / ON BLANK SCREEN)

TRANSITION:  What questions do you have about the S & R Book?  What is the purpose of the S & R Book?  Now let’s look at the purpose of the pool board.
(OFF BLANK SCREEN / ON PPT 23)




          (3 MIN)

9.  The purpose of the pool board is to provide the status of the RSS's pool and displays important information regarding each poolee.

(OFF PPT 23 / ON BLANK SCREEN)

TRANSITION:  Are there any questions about the RSS Pool Board?  What is the purpose of the pool board?  Let us move on and discuss the Priority Prospect Card.
(OFF BLANK SCREEN / ON PPT 24)




          (3 MIN)

10.  The purpose of the Priority Prospect Card / Reenlistment Card (PPC/RC) control box is to drive the initial contact with prospects for enlistment or reenlistment into the Marine Corps.

(OFF PPT 24 / ON BLANK SCREEN)

TRANSITION:  Are there any questions about the PPC/RC control box?  What is the purpose of the PPC/RC control box?  Now let’s look at the purpose of the NCOIC Management Book.
(OFF BLANK SCREEN / ON PPT 25)




          (5 MIN)

11.  The purpose of the NCOIC Management Book is to be an action oriented management tool.  It contains the essential documents and information the NCOIC needs to focus and drive the current month's mission.

(OFF PPT 25 / ON BLANK SCREEN)

TRANSITION:  Are there any questions about the NCOIC Management Book?  What does it do for the NCOIC?  Now let’s look at the purpose of the NCOIC – Recruiter training file .
(OFF BLANK SCREEN / ON PPT 26)




          (5 MIN)

12.  The purpose of the NCOIC – Recruiter Training File is to document the training provided to recruiters at the RSS level.

(OFF PPT 26 / ON BLANK SCREEN)

TRANSITION:  Are there any questions about the purpose of the NCOIC – Recruiter Training File or anything we have covered so far?   
SUMMARY           







          (2 MIN)

So far, we have covered the eleven components of systematic recruiting and how they are going to enhance your capabilities for having success on recruiting duty.    
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