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As you create your resume or prepare for an interview, avoid military
jargon and terms. Most civilian employers will not understand military
terminology, abbreviations and acronyms.

Use the following guidelines to prevent this problem:
e Write out terms and explain what they mean when necessary.

e For specialized military training, list the names and number of hours of professional and technical training
you have taken. Only include training if it relates to the job.

e Briefly explain any course that may be pertinent to the job. For example, write “"Management and
Supervision” as a course title. Then add the course content: equal opportunity law; giving and receiving
positive and negative feedback; and giving directions.

e Use civilian equivalent phrases and titles. Civilian recruiters will not take the time to translate your resume
into civilian terms and may not see you as qualified for the position. Below are some military terms with
recommended civilian equivalents.

Military term Civilian equivalent

NCOIC Supervisor, manager, coordinator.
TDY/TAD Business related travel.

PCS Relocation.

NCO Academy Leadership management training.
War College Executive military leadership school.

Command and Staff College | Senior military leadership school.

Basic Officers Course Entry level officer leadership course.

Basic training Introductory military training.

07 and above President, senior director, chairman of the board, managing director.

05 and 06 Chief executive officer, chief operation officer, program director.

04 Senior administrator, department head, program manager.

01-03 Executive, administrator, manager, project officer.

W01 — W05 Director, specialist, facilitator, technical manager, technical specialist E7 — E9,
supervisor, department manager, operations manager, senior advisor.

E4 - E6 Assistant manager, line supervisor, section leader, task leader, supervisor foreman.

E1-E3 Production workers, assembler, technician, assistant, apprentice, team member.

labor.idaho.gov | 2 E @M X©)
The Idaho Department of Labor’s veteran job services are 100% funded by the U.S. Department of Labor for SFY25 as part of the Jobs for A Pmﬁgﬂme’o“he
Veterans State Grants totaling $947,915. Reasonable accommodations are available upon request. Dial 711 for Idaho Relay Service. americanjobcenter

k
May 2025 networl


https://www.labor.idaho.gov/grant-funding-disclosures/
https://labor.idaho.gov
https://labor.idaho.gov




Accessibility Report





		Filename: 

		Translating military skills.pdf









		Report created by: 

		Kristiana Berriochoa, Project Coordinator



		Organization: 

		Idaho Department of Labor, Research and Communications







 [Personal and organization information from the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 0



		Passed manually: 2



		Failed manually: 0



		Skipped: 0



		Passed: 30



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Passed manually		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Passed manually		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Passed		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top



