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CALLING ALL VOLUNTEERS

The Military Spouse Informational is ready for presentation at a military installation near you. This tool kit includes a Power Point presentation, talking points, full color brochures, and other items to make your presentation outstanding. 

WHY MILITARY SPOUSES?

The Department of Labor’s Bureau of Labor Statistics expects the employment of MTs to grow faster than average through 2014, spurred in part by an aging population and the push toward an electronic health record by the same date. In light of these facts, we believe military spouses will embrace our profession for many reasons, not the least of which is its portability – “The career that moves with you!”

CAN WE COUNT ON YOU?

All you need is access to a computer with Power Point installed, access to a Power Point projector, and the willingness to step out of your comfort zone and share your profession with some of the next generation of medical transcriptionists – military spouses. 
OTHER WAYS TO HELP 

Components and individuals can also make a significant contribution by participating in military career fairs, and “transitioning” or deployment events.  These are usually free family events sponsored by the military to share educational, career, and veteran benefits information with soldiers and their families.   
Thank you!
AHDI Contacts
Sue Krajewski , CMT   skrajewski@ahdionline.org 
Betty Honkonen, CMT, AHDI-F betty@transcribeservices.org 
Kim Buchanan, CMT, AHDI-F kbuchanan@ahdionline.org   

MILITARY RESOURCE FAIRS AND TRANSITIONING EVENTS

VOLUNTEER GUIDELINES
FIND AN EVENT NEAR YOU
· A list of army job fairs is available at:  

· http://www.myarmylifetoo.com    See “featured downloads” close to the top near the right.

· A list of contact information for all U.S. military installations is available at:  http://www.militaryinstallations.dod.mil/ismart/MHF-MI/ 
· Explore the website of the installation nearest you, or call them for information regarding job fairs and deployment family support activities.  

· If you need help finding the right contact, e-mail skrajewski@ahdionline.org    

GATHER INFORMATION
· Date , time and exact location of the event
· Facilities available for your display (table, table covering, wall to display banner) 

· The number of expected attendees
· Contact your local or state/regional AHDI component to obtain volunteers to help with the booth.  

WHAT TO BRING
· Check with Modesto Office regarding use of the AHDI/MTIA banner 
· Documents to print, available in tool kit:  

PDF flier regarding military spouse initiative.  Check with Modesto office to see if any printed copies are available. 

· Choosing an MT Program Word document

· Mission Medical Transcription Word document

· You may wish to set up a display demonstrating the hardware (laptop, foot pedal, headset)  and software resources we utilize in our work.

MILITARY SPOUSE INFORMATIONAL
VOLUNTEER GUIDELINES 
GETTING STARTED 

A list of contact information for all U.S. military installations is available at:  http://www.militaryinstallations.dod.mil/ismart/MHF-MI/ 

1. Begin by calling base information and asking for the name and contact number for the Military Spouse Advocate for that installation.  Call that person and tell them that you'd like to set up an informational about medical transcription as a career opportunity for military spouses.  If you have difficulty locating the appropriate military contact, e-mail skrajewski@ahdionline.org    
2. Ask the installation contact person for permission to e-mail the introductory packet which includes:
· Invitation [which you have made specific]  
· Choosing an MT Program document

· Military Spouse PDF document 

· Press Briefing 

· Talking Points 

· Mission Medical Transcription:  A Career That Moves with You!

3. You can request an RSVP to your e-mail address or set up a Google mail account for this purpose so, hopefully, you will know how many will be attending.  

4. There is an AHDI/MTIA banner available for a nominal fee which can be displayed at your event.  Contact the AHDI office for details at 1-800-982-2182 toll free,  or ahdi@ahdionline.org    

THE PRESENTATION

1. Distribute the MSI registration form to the spouses the day of the informational so we can track the attendees and then forward that information to Sue Krajewski  after the event at: skrajewski@ahdionline.org  The registration form is on the last page of this document.  If you have a lap top computer with a wireless connection available,  registration can be done directly on the AHDI website at http://www.ahdionline.org/scriptcontent/MilSpouses.cfm and clicking on “join our  growing database.”
2. Military Spouse Informational  Power Point presentation. 

NOTE: You will also need an LCD projector [which can be rented from AHDI or possibly borrowed from your chapter]. A projection screen is nice  but a blank wall  works fine, too. 

· Setting up the Projector

The first step is to connect the projector to the computer being used to display the presentation. Connection instructions will vary depending on the situation, but generally, the connection from the projector connects to the PC or the laptop through the monitor port (typically color-coded blue).  After connecting the projector, the PC must be instructed to display the presentation on the projector screen.  Laptops have function keys which divert the signal from the laptop screen to the projector.  If you are not familiar with the function key combination, RIGHT click the Desktop (in a blank space) and choose Graphic Options > Output to > (choose the appropriate output listed on the menu).

· Start the Presentation

Next, load the presentation onto the hard drive of the computer that will be used to present the show.  If you cannot actually copy the presentation to the hard drive, then save the presentation on a USB thumb drive and place the thumb drive in the USB port of the laptop or PC.  Click My Computer on the Desktop and double-click the thumb drive or navigate to the folder where the presentation is stored.  Double-click the file name to open the presentation.  The presentation is saved in POWERPoint Show format, which means it is immediately ready to show.

· Presentation Tips

Engage the Audience: Practice and know your material to increase confidence and allay anxiety. Arrive early enough to test slide show—check to make sure graphics, video and audio play correctly. Face your audience—do not read directly from slides or “speak” to slides.

· Navigating the Slide Show

· Options for moving between slides:

1. Mouse—move to next slide using scroll wheel, left mouse click, or Page Down

2. Right click in slide and choose option from menu

3. Use Slide Show toolbar (hover pointer in lower left corner)

4. Use shortcut keys

a) To start presentation, press F5, stop with Esc

b) To go to first slide, press 1 Enter

c) To go to any slide, press # Enter (where # is the slide number)

d) To display a black screen, press B (toggle to return to slide show)

e) To display a white screen, press W (toggle to return to slide show)

· Options for calling attention to areas of slides (on-screen Ink)

5. Display pen, press CTRL+P

6. Display arrow, press CTRL+A

7. Erase ink annotations, press E

8. Change ink (right click pen on Slide Show toolbar)
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AHDI/MTIA

MILITARY SPOUSE REGISTRATION
[Enter installation and date here]

NAME: 
___________________________________________

ADDRESS: __________________________________________



 ___________________________________________

PHONE:
___________________________________________

E-MAIL:
___________________________________________

HIGH SCHOOL GRADUATE/GED: ______________________

ADDITIONAL EDUCATION: ___________________________
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