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JOB SHEET

COUNSELING METHODS

A.  Introduction
Career Counselors must have good communication skills enabling them to maintain effective counseling sessions that achieve positive results and to effectively present information to large groups.  The overall success of these is dependent upon the counselor's attitude and mannerisms.

B.  Enabling Objectives

6.1  DESCRIBE effective communication model per NAVEDTRA         134.

6.2  DESCRIBE barriers to effective communication per            NAVEDTRA 134.

6.3  DESCRIBE the elements of effective communication            per NAVEDTRA 134.

6.4  DESCRIBE active listening per NAVPERS 15878 (Series).

6.5  EXPLAIN  the procedures for preparing a counseling          session per NAVPERS 15878 (Series) to include:

     a. Office space

     b. Self

     c. Scheduling

6.6  EXPLAIN the four phase counseling model per NAVPERS         15878 (Series) to include:

     a. Opening

     b. Probing

     c. Evaluation

     d. Closing

6.7  EXPLAIN the importance of a follow-up interview             after a counseling session per NAVPERS 15878(Series).

6.8  CONDUCT a counseling session per NAVPERS 15878(Series).

C.  Topic Outline

    1.  Describe an effective communication model

    2.  Describe barriers to effective communication

    3.  Describe elements to effective communication

    4.  Describe active listening

    5.  Explain preparing a counseling session

    6.  Explain four phase counseling model

    7.  Explain a follow-up interview

    8.  Conduct a counseling session

    9.  Review and Summary
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Information
1.  Effective Communication is a three step process:

    1.  
    2.

    3.

2. Barriers to effective communication include:

· Lack of ______________ ____________ experiences

· Overuse of abstractions

· ____________

· Environmental factors

3.  An acronym often used to remember these various channels of    communication is:  VEGA.

    VEGA stands for:

a.  _______  The pleasant pitch, varying modulation, and        intonation of your voice can increase your                  effectiveness.

b.  ________ Eye contact is vitally important to check for       comprehension or confusion and to draw the member's         attention back to the subject.

c.
 ___________  Arm and body movement enhance the non-verbal      portion of your communication and adds to the impact of      your statements by reinforcing what you say.

d.
 ___________  Your mental attitude is reflected through       every channel of communication.  If you have a negative     attitude, it will be very obvious to your client who may     tune you out.

 4.   Active  listening.  


   The hardest aspect of listening is that it is slow!  


   Ensure that you remain ___________ during the session.



 ______________ is the key!

  5.  Tricks to keeping the concentration level up include:



Don’t _____________  _________ __________.



Discover the facts!



Maintain ______ ______________.



Watch body language.



Seek reinforcement while speaking.

Procedures for preparing a counseling session:

 -  ______________  _____________

· Do your research.

· Scheduling.

6.  Phases of Conducting the Counseling Session/Interview


a. ____________________  

Establish rapport by greeting the member in a friendly manner    and introducing yourself.

   b. ___________________
   Gather facts from the member regarding goals and interests.  

c. ____________________
Review the member’s responses and ensure a mutual understanding exists

d. ____________________

After a decision is reached, ensure member fully understands and is satisfied.

7. All previous required interviews were replaced by

   _________ _________________ ____________ EXCEPT
  Pre-retirement/separation interview.

  The Sailor will be counseled no later than 180 days prior to     transferring to the Fleet Reserve or Retired status, regardless   of pay status.

  Active duty are required to complete pre-separation checklist   (DD 2648) and receive a CARIT/TAP brief.  

  Active duty members are entitled by law to attend Transition     Assistance Class.   

  _____________ prior to Fleet Reserve date

  _____________ prior to separation date.

8.  Importance of follow-up after a counseling session

a.  Increases __________ by renewing member's interest in their goal(s)

b.  Ensures member is on track, not experiencing any

    problems or barriers to reaching their goal

c.  Increases counselor's ______________

COUNSELING SESSION

A.  INTRODUCTION

This is the general scenario:

You are the Command Career Counselor.  A member of your command has approached you recently concerning a personal issue / problem. The gist of that conversation is located below (one conversation per numbered paragraph).

As an outstanding counselor, you did not attempt to "shotgun" a response to this individual.  Rather, you made a quick note of the concern along with the member's name and social security number.  You made an appointment with this member for today to resolve the issue.  Because you are a professional, you have taken the time to research the member's concerns and are ready to help resolve them.

To help you research the topic, the relevant lesson topic number is provided after each scenario.  You will be held accountable for your depth of knowledge.  Use as many references as possible in your research.  You are strongly encouraged to use these references in your counseling session.

B.  REFERENCES
1. None

C.  DIRECTIONS
You will counsel a classmate on an assigned topic.  The session will last between 5-10 minutes.  You will be graded on your ability to follow the four phase counseling model and the relative effectiveness of the session. 

Topics are assigned by an instructor from the list(s) below.

 D.  SCENARIO 
1. "I have just been assigned as my unit's career counselor, and I'll be honest, I haven't a clue about what references I need.  Where is the information I need to do this job?  What should I have on hand when counseling? I don't have any storage space.   

2. "Hey! I'm an NPS, I was told that my rate is temporary (DC2) and that I am a permanent E-3. What happens if I don’t complete my requirements to make my rate permanent?  Can I re-enlist at my permanent rate? Can I get a waiver? I think I might just quit drilling and go home." 

3. "Hi there shipmate! I'm a NAVET and just reported aboard.   I really like this center.  It's much better than the one I just left! I was stuck there for almost a year, no admin support or anything!  Oh, by-the-way, I changed my rate when I enlisted in the Naval Reserve.  The recruiter said something about having to get some courses done.  I really don't remember all that stuff, but I do recall she said that if I didn't get these done before the end of my hitch I'd lose my new rate.  Waddaya think? Is that how it is for NAVETS like me?" 

4. "You just have to help me!  The NSIPS guy down in Admin told me that I have been declared UNSAT! What gives?  I missed two drills last June, one in August an authorized absence for my September drills, missed two drills in December, and then I missed my January drill weekend.  I looked it up and I have to have nine "U's" in a year to be declared "UNSAT". No matter how I count it up, I never get more that five "U's" in any given year. Help me correct this mistake.  I think someone is confused." 

5. "Memorandum from the XO:  "CC, you said you wanted a Career Development Team to help out.  Why do you need a Retention Team?  Can't you pull your own weight?  If you really can't do without a team, fill me in on the requirements and justification." 

6. "Yellow stickee from the CO:  "Brief me on the standards for training the Career Development Team and what, if any, are the requirements for selection as unit (division) CC. You have until COB today." 

7. "I'm a new Unit Career Counselor.  I got the job because I really love helping people.  Now I realize I have a big problem.  See, I'm just a poor ol' Metalsmith.  I have never even really looked at a service record.  I mean, that's why we have PN's and YN's isn't it?  But all these people keep coming up to ask me to check their eligibility for special programs or to see if their service record entries were made.  I'm clueless.  Where do I look in the record for all this stuff.  I'm not dumb, but I need some hands-on-training.  Can you help me?" 

8. "I refuse to sign this evaluation! They can't make me! Everybody in this command is out to get me! The CO hates me! The Command Master Chief wants to ruin my career!!  I'm not going to sign it!  I don't agree with it, so I'm not signing anything!  You got me, counselor! Nothing!  And they can't order me to do so!" 

9. "Yo, bud, I heard scuttlebutt that I don't really have to sit on my hands for three years before I can take the first class exam.  What's up with that?  When can I go up for first?  What do I have to complete prior to taking the test? Is there anything that will help me prepare for the test?" 

10. "I want to get a college degree while I'm still on active duty, but I don't have very much money.  Does the Navy have any programs that would help me achieve my goals?  What happens when I transfer?"

11. "I use to have the Veterans Educational Assistance Program (VEAP), but didn't use all of it.  I left the Navy in late 89 and joined the SELRES back in 1994.  Do I have any educational entitlement left at all?"  

12. "Hi! I'm one of your new Unit Career Counselors.  I haven't ever really done any counseling. Are there any tricks of the trade you can share with me?  Are there any requirements for counseling folks that I should be aware of?  

13. "Counselor, I was over at the gedunk and the CO told me that I would be a good officer, and that I should apply for a commission.  As a Drilling Reservist what are some of my options?" 

14. "Hey, Counselor I've been in the Navy now for 12 years and my division counselor said that I am due a Career Development Board.  Why all of a sudden does the Navy care about me?  I have never been counseled before.  What is this board all about and what do you have to discuss with me?"  

15. “Hi, I am GMG2 Winchester and I think I am about due for retirement.  See, I started out with a six year hitch on active duty with the Air Force, then I went into the USAFR for four years.  After a year break in service I did eight years on active duty.  Now I am on a two year hitch with the Naval Reserve in a pay status.  That looks like twenty years to me!  All my Reserve time qualified for retirement. What do I have to do to retire? Do I have any options if I want to stay in?" 

16. "I want to got to college. I Mean, I really want to go now if I can.  I have been waiting too long.  I think I had some benefits from my active duty time and I just know I have the Montgomery GI Bill-SR as well.  From what I have been hearing on the Drill Deck, I have something like 72 months of benefits.  Man, that is great!  Just to give you a background on me, I signed for four years of initial active duty in 1985 and then joined the Drilling Reserve for four years.  I signed a four-year extension in the Drilling Reserves in 1990. I got my bachelor degree in Animal Husbandry back in 1978 and I really want to get my Master's.  What are my entitlements?"  

17. Counselor, I need some help.  I am the Unit CC for the USS FLIPPER detachment and one of my sailors came up to me asking about her retirement from the Reserve.  I am really not to sure about it, can you brush me up some?  We are a 75 drill unit, and she is a real hard charger.  Her goal is to maximize her retirement income.  She attends every drill, cranks out ten correspondence courses per year, and hits every AT.  I really want to help her out, but I am not sure how.  In the back of my mind I know there are some limits involved, but how do we get around them?" 

18. "I appreciate your welcome aboard, but I am not to sure about the Reserves yet.  It really seems different than when I was on active duty.  I heard you all have your advancement tests on different months and everything.  I was getting ready to go up for second class prior to my leaving active duty.  Can I still take the test?  I was out for nine months. And, while you are at it, I heard some scuttlebutt on the Deck Plate that you have some additional advancement requirements in the Reserves that we didn't have on active duty, what's up with that?"  

19. "Hey, CC! Have I got a story for you!  I am the Unit CC for USS ALWAYS SAIL and there is this sailor in our unit who just got stuck!  I mean this is great!  This rate grabber has been a second class forever and a day!  He even stopped taking the first class test five years ago because (get this!) it depressed him so much that there were no advancement quota's available!  Can you believe it!  What a rock!  Anyway, he came up to me all depressed because he just found out that he was a potential loss due to HYT!  He has been in for 19 years and only has 16 years of qualifying service!  He wanted to know if he could still retire! He actually thought he had some options!  I told him 'too bad, so sad: proper prior planning prevents poor performance, should have thought about that years ago!' Great huh! Hey CC, lighten up, why aren't you smiling!?" 

20. "Pardon me Petty Officer, but a couple of the older guys in the unit were kidding me about how much time I got in.  They said that I won't get nearly as much retirement pay as they will.  I may only be a SA now, but my Daddy retired from the Navy and loved it and I want to too.  Are they pulling my leg or what?  Would it make any difference if I went into the Reserves and retired from there?  "Cause I heard that there's this TAR program where you don't have to go to sea!"  

21. "I have been an FTS a while, I joined and got the VEAP program back in 1984.  I paid $75/month into the program and have paid the whole $2700.  I want to go to school now, but I heard about other programs available for me such as TA and Montgomery GI Bill-Selected Reserve.  What's the scoop?  How much would I get from VEAP for full time study?" 

22. "I have to decide whether or not to retire from the Naval Reserve.  What with the current world conditions, I don't want to necessarily be in a position where I can get recalled to active duty.  What would I lose if I decided to just quit after 20 qualifying years?  I understand I can apply for a retirement later anyway.  Oh, and thanks for asking, my spouse's injury is much better."  

23. "Hello, Counselor.  I am Chief Smart and these are my point capture sheets.  I just went over 18 for pay and I want to get an estimate of my retirement income.  What can I do to increase it over time?  Do I have any options?  What kind of benefits should I expect?  Is anyone going to tell me about them?"  

24. "I heard that there was a way to get civilian credit for my Navy work experience.  Gee that would be nice, I have been a Boiler Technician on active duty for ten years now, what will that get me?"  

25. "Shipmate, I really need a hand.  I have been up for Chief for ten years now and just haven't cut the mustard.  I don't know why, I have the same duties, awards and evals as those who have been making it; my service record is immaculate. Can't the board see that?"  

26. "Excuse me, but I just spoke with the Personnelman down at Admin, she told me that my correspondence courses for advancement are not in my record. She was too busy to really show me anything; but she did give me my record. Can you enlighten me a bit?"  

27. "Hey, Counselor.  I just went over 17 years in the Naval Reserve, and I was wondering if there is anything that I have to plan for to retire at 20 years.  I was told that I would receive an interview, which would explain all my options. By the way I just received my Annual Retirement Point Record/Annual Statement of Service History."  

28. "I've had it! I 'm going to get out of this canoe club!  I have been in for three and a half years and I'm just tired of playing the politics!  I just wish someone would tell me want my benefits are when I separate!  Do you think that you can help me out?"  

29. "I have just PN'A the E6 Exam and I have 19 years and 8 months of qualifying service as of June of this year.  I would like to retire as soon as I have my 20 years when can I transfer to the Retired Reserve Status (without pay)."

30.  I just made CPO. Can you give me some information concerning      programs I should be aware/familiar with? What can I do to  

     help you, (the CCC) out? Do Chiefs get involved with Career      Counseling duties?

31.   Hey CC, How do I get promoted to CPO? What do I need to 

     submit in my CPO package? Who does it go to? Where can I   

     find information on who and what is the CPO board? When are 

     CPO packages due? Where do I need to send it?

