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Let's start by logging into our S
USAJOBS® account. To dothis, you

can either click the SIGN IN link here.

drop-down menu here.

I—IjOryou can use the My Account

e you need to create an
account, you can click the

EeTore we begin, pleaseg

able to view the entire tutorial window. If this CREATE AN ACCOUNT
tutorial is larger than your deskiop, then you will ik
need to change your computer settings to view all '

of the tutorial information. If yol are using
Microsoft Windows, click your computer's Start
button, and then open up your Control Panel
what: (| ©nce open, click on the Display option, and then
on the Settings tab. In the Screen Area, slide
the indicator to 1280 x 1024 pixels, and then
click OK on the Display Properties box. Your
system will then Auto Adjust, and then you will be
asked the following, Your desktop has been
reconfigured. Do you want to keep these
Indiides SEHtiNgs? Click Yes MNote: Perform the same
steps to go back to your previous settings.

Site Map Conf Information

First|

ives

This is 2 United States Office of Personnel Management website

USAJOBS is the Federal Government's official ene-stop source for Federal jobs and employment information.

Welcome to the USAJOBS® Resumes Tutorial!

In your USAJOBS® account, you can create and store up to 5 different resumes to use to apply to Federal job opportunity announcements.
Let's start by logging into our USAJOBS® account. To do this, you can either click the SIGN IN link here.

Or you can use the My Account drop-down menu here.

If you need to create an account, you can click the CREATE AN ACCOUNT link.
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USAJOBS

"WORKING W FOR AMERICA"

Sign in to my account

Username or Email:

Password: To log into your account, enter your login
information in the Username or Email and
Password boxes, and then click the | agree.
Sign me in. button.

Forgot your Username and/or Password?

Con
This U. S. government system is to be used by authorized users only. Inf
on computer systems funded by the government. The data and documents on this system include Federal
records that may contain sensitive information protected by various Federal statutes, including the Privacy
Act, 5 U.S.C, § 552a.

All access or use of this system constitutes user understanding and acceptance of these terms and
constitutes unconditional consent to review, monitoring and action by all authorized government and law
enforcement personnel. While using this system your use may be monitored, recorded and subject to
audit.

Unauthorized user attempts or acts to (1) access, upload, change, or delete or deface information on this
system, (2) modify this system, (3) deny access to this system, (4) accrue resources for unauthorized use
or (5) otherwise misuse this system are strictly prohibited. Such attempts or acts are subject to action that
may result in criminal, civil, or administrative penalties.

I agree. Signme in. »

Remember:

e USAIOBS will never request personal information via unsolicited e-mail

Remain alert for fraudulent e-mail that advertises positions managing finanaal transactions, or
cashing checks

Remain alert for Federal employment scams: Federal agencies and the Postal Service never
charge for applications, sell study guides for examinations, or guarantee that you will be hired

Learn more about how to avoid online scams by visiting the USAJOBS Security Center

To log into your account, enter your login information in the Username or Email and Password boxes, and then click the | agree. Sign me in. button.
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4, Search Jobs 4 My Account 4 Info Center
® Search Jobs
USA]O BS |‘.'-'ha:: (job title, keywords) | |'r‘-here: (city, state or zip ccdd °

"WORKING W FOR AMERICA"™ Brovse Jobs > Advancad/International Search =

My Account ?_-—/". Highlights from USAJOBS
John Doe

Current Goal: . : . .
The USAJOBS site will be down for maintenance on Saturday December 12th from approximately 2:00

Last login: 12/17/2009 am ET through 8:00 am ET . During this time, you will be unable to log in to your account or search for jobs.
We apologize for any inconvenience this may cause.

There are two ways to access your resumss. d Jobs «
The firstis to expand the Resumes section on

your personalized home page D oA ante

T R &/ Application Status a
\ Resumes a

2 Job Search Agents a

Site Map Contact Us Halp Emplovars Privacy Act and Public Burden Information

This is & United States Office of Personnel Management website.
USAJOES is the Fedaral Governmant's official one-stop source for Fadaeral jobs and employmant information.

There are two ways to access your resumes. The first is to expand the Resumes section on your personalized home page.
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The other way to access your resumes is to

US OBS use the My Account drop-down menu and Search Jobs °
A then select Resumes. [What: (job title, keywords) | [Where: (city, state or zip codd
"woammclion AMERICA" Brovse Jobs > Advanced/International Search >
My Account =" Highlights from USAJOBS
John Doe
- S EREE The Revolution is coming...

Last login: 12/28/2009
We listened to your feedback - and on January 23, 2010 we're launching a brand new experience on USAJOBS. Click

I J | here to get a sneak peek now!

‘\fq Saved Jobs «

‘ Saved Documents «

B Resumes v ] Application Status

Build New Resume »
Upload New Resume »

You currently do not have any resumes.
You can have a maximum of 5 resumes.
You are able to upload and store 2
uploaded resumes.

View All Resumes

% Job Search Agents «

Sitg Map Contact Us Halp/FAQ'S Emplovers Privacy Act and Public Burden Information

This is a United States Office of Personnel Management wabsite
USAIOBS is the Federal Government's official one-stop source for Federal jobs and employment information.

The other way to access your resumes is to use the My Account drop-down menu and then select Resumes.
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_ You can have two types of resumes in your USAJOBS® account. The option to 1
. build a resume will bring you through the USAJOBS® resume builder process.
USA]OBS This method will ensure that you have all of the basic information required by
"WORKING # FOR AMERICA" Federal agencies for your application, and will also allow you to malke your

resume searchable by Federal agencies. The upload option will allow you to
upload your own document to your account. Please note that not all agencies
= allows uploaded resumes to be used in their application process. YWhen

\__-;- Resumes applying, if you can use uploaded resumes, you will have the opportunity to
select the resume you have uploaded, as well as any USAJOBS® resumes you
USAJOBS' Resume Builder allows you to create DUIl through the resume builder.

required by government agencies. Instead of

can build your resume once and be ready for i Thg first process we will reviews is building our resume. Continue
v "
[ Build New Resume » I Upload New Resume » ]

You currently do not have any resumes. You can have a maximum of 5 resumes. You are able to
upload and store 2 uploaded resumes.

Site Map Contact Us Help/FAQ's Employers Privacy Act and Public Burden Information
This iz & United es Office of Personnel Management website
USAJOBS is the Federal Government's official cne-stop source for Federal jobs and employment information.

You can have two types of resumes in your USAJOBS® account. The option to build a resume will bring you through the USAJOBS® resume builder
process. This method will ensure that you have all of the basic information required by Federal agencies for your application, and will also allow you to
make your resume searchable by Federal agencies. The upload option will allow you to upload your own document to your account. Please note that not
all agencies allow uploaded resumes to be used in their application process. When applying, if you can use uploaded resumes, you will have the
opportunity to select the resume you have uploaded, as well as any USAJOBS® resumes you built through the resume builder.

The first process we will review is building our resume.
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Y, Search Jobs 4 My Account Y Info Center Welcome John! | Sign out
. Search Jobs
USA]OBS What: (job title, keywords |'.‘.h?'ﬁ: city, state or zip codg °

"WORKING# FOR AMERICA" Brovs

Jobs = Advanced/International Sgarch =

Here, you can set the confidentiality of your resume . If you leave your resume
Resume Builder | as MNon-Confidential, then agencies will be able to view your personal
information. If you set your resume to Confidential, then agencies who find

) . your resume will not be able to see your contact information, current employer
g?ﬁgg:/wm or references. If they wish to cantact you, they will not be able to see your
creating| At any time while you email address, an email will instead be sent through the USAJOBS® system
once and preview”

also do d lty settings only apply to agencies searching for

1. Gettind MNICH 4 b, agencies will always be able to see your full

| information. -
[PLEASE NOTE: Fialds with an asterisk { ¥ ] Contlnuej

v

When filling inyour resume fislds
marked with a red asterisk are require

Confidentiality ”(‘

Select confidential to hide your contact information, current employer name, and references from
recruiters DE‘FC"Iﬂlng resume searches. Learn more

O confidential ® Non-Confidential

Candidate Information &

Naote: If your resume is confidential, this information will not be visible to recruiters performing
resume searches. Learn more

* Name Your Resume [ | What is this
* First Name |Jnhn ‘
Middle Name pay ]
* Last Name |Doe \
* Social Security Number l:l Why is this reguired?
* Home Address |1 Main St ‘

Home Address 2 [ \

*

City/Town [anytown ]

At any time while you're creating your resume, you can preview the information you have entered. You can also do this on the last page of the resume
builder, which you will see later in this tutorial.

Here, you can set the confidentiality of your resume. If you leave your resume as Non-Confidential, then agencies will be able to view your personal
information. If you set your resume to Confidential, then agencies who find your resume will not be able to see your contact information, current employer
or references. If they wish to contact you, they will not be able to see your email address, an email will instead be sent through the USAJOBS® system.

Please note that confidentiality settings only apply to agencies searching for resumes. If you apply to a job, agencies will always be able to see your full
information.

When filling in your resume, fields marked with a red asterisk are required.
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The first section is Candidate

that is carried over from your
account profile. Updating your
information in either your resume

your information in the other
section.

Information, which will have some
of the information already filled out

or profile, will automatically update

Confinu)

)

Candidate Information @

Note: If your resume is confidential, this information will not be visible to recruiters performing

resume searches. Learn more

*

Name Your Resume

*

First Name

Middle Name

*

Last Name

*

Social Security Number
* Home Address

Home Address 2

*

City/Town

*

State/Territory/Province
* Home Postal/ZIP Code

-

Country

* Email

*

Phone Numbers

*

Are you a U.S. Citizen?

Do you claim veterans' preference?

Selective Service

[3ohn

pay

[Doe

[: Why is this required?
[1 Main st

|

[anytown

| Alabama

12345

[vs 3

First, you will need to give
your resume a name.

[iohndoe@gmail.com

¥z3ase789 ]
.| I
|| I

lDay Phone

- SELECT -
|-SELECT -
®ves ONo

Oyes ®No Does this apply to me?

[] check this box if you are an adult male born on or after
January 1st 1960, and you registered for Selective Service

between the ages of 18 through 25.

Highest Career Level Achieved 9

Note: This will change the Career Level on all your resumes.

- SELECT -

v
|

Federal Employee Information 0

The first section is Candidate Information, which will have some of the information already filled out that is carried over from your account profile.
Updating your information in either your resume or profile, will automatically update your information in the other section.

First, you will need to give your resume a name.

USAJOBS®
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Candidate Information @

Note: If your resume is confidential, this information will not be visible to recruiters performing
resume searches. Learn more

* Name Your Resume I | what is this2
* First Name [rohn |
Middle Name [ay ]
* Last Name [Doe |
SOOI Neoe [ ] whestisrequredy if If your name is correct, you can skip that section and
* Home Address [1 Main st then fill in your SSN in the Social Security Number

J
Home Address 2 [ || text box. If you have any questions as to why your
] social security number is required, please click on

S B the Why is this required? link. ,

* State/Territory/Province ‘Alabama
* Home Postal/ZIP Code

* Country [US v

* Email [iohndoe@gmail.com

*

~
-seLecT-  ~|[ ]
E T —

Are you a U.S. Citizen? ®ves ONo

Phone Numbers DayPhone

*

* g
Do you claim veterans' preference? Oves ®ONo Does this apply to me?

i . [[J Check this box if you are an adult male born on or after
Selective Service January 1st 1960, and you registered for Selective Service
between the ages of 18 through 25.

Highest Career Level Achieved 9

Note: This will change the Career Level on all your resumes.
- SELECT - v

Federal Employee Information 0

If your name is correct, you can skip that section and then fill in your SSN in the Social Security Number text box. If you have any questions as to why
your social security number is required, please click on the Why is this required? link.

USAJOBS®
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Candidate Information @

Note: If your resume is confidential, this information will not be visible to recruiters performing
resume searches. Learn more

* Name Your Resume [Test Resume | what is this?
* First Name [rohn |
Middle Name [ay ]
* Last Name [Doe |
* Social Security Number E Why is this required?
* Home Address [1 Main st ]
Home Address 2 ] ]
* City/Town [Anytown ]
* State/Territory/Province ‘Alabama v
* Home Postal/ZIP Code
* Country [US v
* Email [iohndoe@gmail.com
* Phone Numbers WTW\
Selective Service:
Check this box only if you are an adult male born on or after
* Areyounll.S.Ciizon? January 1, 1960 and you registered for Selective Service ]
* Do you claim veterans' preference? between the ages Of 18 through 25‘ and veteran's preference

‘l/ l Stenusere potTtantgd over from your account.

[[] Check this box if you are an adult male born on or after
January 1st 1960, and you registered for Selective Service
between the ages of 18 through 25.

Selective Service

Highest Career Level Achieved 9

Note: This will change the Career Level on all your resumes.
- SELECT - v

Federal Employee Information 0

The citizenship status and veteran's preference status are both carried over from your account.
Selective Service:

Check this box only if you are an adult male born on or after January 1, 1960 and you registered for Selective Service between the ages of 18 through 25.
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* Social Security Number 123-45-6789 | Why is this requirad?
* Home Address [1 Main st ]

Home Address 2 [ \

* City/Town |Ar|ytown ‘

* State/Territory/Province |h.|abama v
* Home Postal /ZIP Code

* Country |US w

* Email [iohndoe@amail.com

* Phone Numbers |Da'_v'Ph0ne v|[123-456-7850 |

- SELECT - ~
[-sELECT- ¥

Are you a U.S. Citizen? ®ves ONo

*

* R fi O ?
. O ® this apply to me?
Do you claim veterans' preference? Yes (JNo  Does this apoly to me

) X Check this box if you are an adult male born on or after
Selective Service January 1st 1960, and you registared for Selective Service
between the ages of 18 through 25.

Highest Career Level Achieved Q

Note: This will change the Career Level on all your resumes
[- sELECT - ~]

A

This field was created by USAJOBS® to assist us in

determining if you are eligible to complete an SES formatted
resume. If you select Executive or higher, then you will be vilian employee?
given the option to complete an SES formatted resume.

Federal employees and persons not interested in creating an
SES resume should leave this field blank

Site Mar Contact Us Heln/FAQ's Emplovers Privacy Act and Public Burden Information

a United States Office of Personnel Management website.
ernment's official one-stop source for Federal jobs and employment information.

T
USAJOES is the Federal

This field was created by USAJOBS® to assist us in determining if you are eligible to complete an SES formatted resume. If you select Executive or higher,
then you will be given the option to complete an SES formatted resume.

Federal employees and persons not interested in creating an SES resume should leave this field blank.
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* Social Security Number 123-45-6789 | Why is this requirad?
* Home Address [1 Main st ]
Home Address 2 [ \

* City/Town |Anytuwn \

* State/Territory/Province |Nahama ~

* Home Postal /ZIP Code

* Country |US w

* Email [iohndoe@amail.com

* Phone Numbers |DayPthe v:
T —
T —

* Areyou a U.S. Citizen? ®ves ONo

*
Do you claim veterans' preference? OYes ®No  Does this apply to me?

Check this box if you are an adult male born on or after

Selective Service January 1st 1960, and you registered for Selective Service
between the ages of 18 through 25.

Highest Career Level Achieved 9

Note: This will change the Career Level on all your resumes

rienced (Non-Manager)

Federal Employee Information 9

# Are you or were you ever a Federal civilian employee?

es ® No
A1
Eceral smpioye. vou ahould | Next ]
Federal employee, you should
select the Yes option here to fill

inyour information.
Y

Site Map Contact Us Help/FAO's Emplovers Privacy Act and Public Burden Information

This is a United States Office of Personnel Management website.
USAJOES is the Federal Government's official one-stop source for Federal jobs and employment information.

If you are, or have ever been a Federal employee, you should select the Yes option here to fill in your information.
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o Cnan porTaoE @ gTai.conT T
Phone Numbers ‘_Da;Phozev v W‘

Ea [ —
T —

*

* AreyouaU.S. Citizen? ®ves ONo
* Oves @No Does this apply to me?

Do you claim veterans' preference?

i _ [¥] Check this box if you are an adult male born on or after
Selective Service January 1st 1960, and you registered for Selective Service
between the ages of 18 through 25.

Highest Career Level Achieved @

Note: This will change the Career Level on all your resumes.
]

ExPenenced »(Non- Mana_g_e_r_) =

Federal Employee Information 9

#* Are you or were you ever a Federal civilian employee?

®ves ONo

If yes, indicate the highest permanent Federal civilian grade you held:

Pay Plan (e.g., GS, WG, ST, etc.) I

'i If you selected Yes, you will want to fill in your
Federal employment information in here.

Sen

Grade

oy USA.JQBS@ will also use this information for
! determining SES level Federal employees

To (mm/yyyy or Present) as it did in the Highest Career Level

Are you ICTAP eligible? ek Achieved section for non-Federal

employees. For this resume however, we
are going to select that we have never been
a Federal employee.

Save for Later » m )

Site Map Contact Us Help/FAQ's Emplovers Privacy Act and Public Burden Information

This is a United States Office of Personnel Management wabsite
USAJOBS is the Federal Government's official one-stop source for Federal jobs and employment information.

If you selected Yes, you will want to fill in your Federal employment information in here. USAJOBS® will also use this information for determining SES level
Federal employees as it did in the Highest Career Level Achieved section for non-Federal employees. For this resume however, we are going to select
that we have never been a Federal employee.
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* Social Security Number 123-45-6789 | Why is this requirad?
* Home Address [1 Main st ]

Home Address 2 [ \

* City/Town |Ar|ytown ‘

* State/Territory/Province :A.Iabama v
* Home Postal/ZIP Code W

* Country :US w

* Email [iohndoe@amail.com

* Phone Numbers :Da'_v'Pthe v|[123-456-7850 |

- SELECT - ~
[-sELECT- &

Are you a U.S. Citizen? ®ves ONo

*

* R ‘o O ?
. Oves ® this apply to me?
Do you claim veterans' preference? Yes (JNo  Does this apoly to me

Check this box if you are an adult male born on or after
January 1st 1960, and you registered for Selective Service
between the ages of 18 through 25.

Selective Service

Highest Career Level Achieved @ When you are ready to proceed, click the Next button.

Mote: This will change the Career Level on all your resumes

Please note that clicking into any of the numbered sections of the
Experienced (Non-Manager) w

resume at the top of the page, or clicking the Next or Previous
buttons, your progress is automatically saved foryou. The
Previous button will appear on the next page, as there is currentky

Federal Employee Information @ , . ;
ederal Employee fnformation no previous page to go to. Clicking the Save for Later button will

#* Are you or were you ever a Federal civilian employee? Saye your progress and completely exit the USAJOBS® resumes
O¥es ® No builder.

Site Map Contact Us Heln/FAQ's Emplovers Privacy Act and Public Burden Information

a United States Office of Personnel Management website.
nment's official one-stop source for Federsl jobs and employment information.

T
USAJOES is the Federal &

When you are ready to proceed, click the Next button.
Please note that clicking into any of the numbered sections of the resume at the top of the page, or clicking the Next or Previous buttons, your progress is

automatically saved for you. The Previous button will appear on the next page, as there is currently no previous page to go to. Clicking the Save for Later
button will save your progress and completely exit the USAJOBS® resume builder.
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Bl EACE MATE. Cialde with an actacict /1 a- iead Flald MY by ibla tnr

Inthis section, you wil want to enter your employment history, To do 5o, you will enter ane entry at
atime. Afteryou add this entry, you will be given the opportunity to add additional entries.

If you do not have any work experience, click the | don't have any relevant work experience.
checkbox at the end of the Work Experience section

*

Employer Name [ |

*

City/Town | |

*

State/Territory/Province | |

* Country uUs v
* Formal Title [ |
* Start Date December v12009 b |
* End Date: - SELECT - v/ Present v/
Salary |USD V‘ \Per Year ¥

-

May we contact your
su:ervisor? v OYes @No O Contact me first

Is this a Federal position? Oves ®nNo

-

Duties, Accomplishments and
Related Skills

Problems with formatting when pasting from Word?
Character Count: 0 (3,000 character limit)
Spell Check v

Add Experience »

— OR |

[1 don't have any relevant work experience,

/ READ THIS - important notice before listing your Education! —
"‘ Only list degrees from schools that have been accredited by accrediting institutions W y
recognized by the US. Department of Education or other education that meet the S
provisions of the Office of Personnel Managements Operating Manual.

Learn maore!

In this section, you will want to enter your employment history. To do so, you will enter one entry at a time. After you add this entry, you will be given the
opportunity to add additional entries.

If you do not have any work experience, click the | don't have any relevant work experience. checkbox at the end of the Work Experience section.
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PLEASE NOTE: Fields with an asterisk { ) are required fields.  Ciick on the g after each title for mara Information

Work Experience g

Mote: If your resume is confidential, the name of your current employer (indicated by an end date of
“present”) will not be visible to recruiters performing resume searches.
Learn More

* Employer Name Company Inc. |

* City/Town |Anytown |

* State/Territory/Province |DC |

* Country us v

* Formal Title [Tester |

* Start Date | January vlm |

* End Date: |- seLect - ] present v|< If the entry you are currenthy working on is )

Salary |$00.000 | |usg your presentjob]
Average Hours per week l:l] E|r'1hé@t, E;?;:tz;? i'til||\| éj:gf
?:,,‘;::?;,‘:'_—}lam vour Oves ®no O contact me fi| manually do this if

Your salary is not reguired for any
employment entry, but you are able to
enter an amount in this section and select

g if the amount is yearly, monthly, bi-weaeldy,
Is this a Federal position? QOvyves ®No leavmg the manth b Weekly, dailv, ar hOUI’\V. -

-

Present as the ye

* Duties, Accomplishments and
Related Skills
Problems with formatting when pasting from Word?
Character Count: 0 (3,000 character limit)
Spell Check v
Add Experience »
— OR |

[1 don't have any relevant work experience,

/ READ THIS - important notice before listing your Education! —
"‘ Only list degrees from schools that have been accredited by accrediting institutions W ]
recognized by the US. Department of Education or other education that meet the v

provisions of the Office of Personnel Managements Operating Manual.
Learn more!

If the entry you are currently working on is your present job, you can tell the system that you are still currently working there. The system will default to this,
but you can manually do this if you need to later by leaving the month blank and selecting Present as the year.

Your salary is not required for any employment entry, but you are able to enter an amount in this section and select if the amount is yearly, monthly, bi-
weekly, weekly, daily, or hourly.
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PLEASE NOTE: Fields with an asterisk { % ) are required fialds Chick on lnea aftar each title for mora information

Work Experience @

Mote: If your resume is confidential, the name of your current employer (indicated by an end date of
“present”) will not be visible to recruiters performing resume searches.
Learn More

* Employer Name [Cornpamr Inc. ]

* City/Town |Anytown |
. |
The May we contact your supervisor? section defaults to Mo,

butyou are able to change this selection. If you select the Yes
option, you will be required to enter in your supervisor's information.

* State/Territory/Province

* Country
Formal Title

*

¥ Start Date 1 You can also select the Contact me first option which tells agency
* End Date: that you are willing to allows them to contact your supervisor, but
Salary wiold like to be contacted first.

-

Average Hours per week il

May we contact your

urervisory [OYes ®No © contact me first |
Is this a Federal position? Oves ®nNo
* Duties, Accomplishments and
Related Skills
Problems with formatting when pasting from Word?
Character Count: 0 (3,000 character limit)
Spell Check v
Add Experience »
— OR |

[1 don't have any relevant work experience,

/ READ THIS - important notice before listing your Education! —
"‘ Only list degrees from schools that have been accredited by accrediting institutions W ]
recognized by the US. Department of Education or other education that meet the S

provisions of the Office of Personnel Managements Operating Manual.
Learn more!

The May we contact your supervisor? section defaults to No, but you are able to change this selection. If you select the Yes option, you will be required

to enter in your supervisor's information. You can also select the Contact me first option which tells agency that you are willing to allow them to contact
your supervisor, but would like to be contacted first.
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PLEASE NOTE: Fields with an asterisk (K ) are required fields.  Ciick on the () after each title for mara Information

Work Experience 9

Mote: If your resume is confidential, the name of your current employer (indicated by an end date of
“present”) will not be visible to recruiters performing resume searches.

Learn More
* Employer Name Company Inc. |
* City/Town |Anytown |
* State/Territory/Province |DC |
* Country us v
* Formal Title [Tester |
* Start Date January ¥ 2008 ¥
* End Date: - SELECT - ~|Present v
Salary : : Year ¥

This section is also defaulted to No. If the entry
Wou are working onis a Federal position

-

Average Hou

May we cont. :
supervisor | OWEVEr, you will want to select Yes to enter the
Supervisor's nar APPTOpriate infarmation Continue
Supervisor's pho}g/vumner [
(including area codg): |
Is this a Federal position? Oves @No |
* Duties, Accomplishments and
Related Skills
Problems with formatting when pasting from Word?
Character Count: 0 (3,000 character limit)
Spell Check v
Add Experience »
— OR }

1 don't have any relevant work experience.

READTHIS - important notice before listine vour Education!

This section is also defaulted to No. If the entry you are working on is a Federal position however, you will want to select Yes to enter the appropriate
information.
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PLEASE NOTE: Fields with an asterisk ( % ) are required fiolds. Chick on the 5 aftar each title for more Information

Work Experience 9

Note: If your resume is confidential, the name of your current employer (indicated by an end date of
“present”) will not be visible to recruiters performing resume searches.
Learn More

* Employer Name Company Inc. |

* City/Town IAnytown ]

* State/Territory/Province [DC ]

* Country us Vl

* Formal Title [Tester |

* Start Date January ¥ |2008 v

* End Date: ;— SELECT - :VVIAPresenE”\r'i

salary [usp ¥] [per Year ¥

e |

* Average Hours pery”
May we contact you After selecting Yes, you will need to fill in your series information,

supervisor? as well as your pay plan and pay grade. For this resume however,
Supervisor's name: wie will select No.
§uperv_|sor’s phone nur?».l/ T
(including area code): etatbeas e

Is this a Federal position? ®Yes ONo
Pay Plan and Grade: 1

* Duties, Accomplishments and
Related Skills

Problems with formatting when pasting from Word?
Character Count: 0 (3,000 character limit)
Spell Check ¢

Add Experience »

—OR}

[J1 don't have any relevant work experience.

After selecting Yes, you will need to fill in your series information, as well as your pay plan and pay grade. For this resume however, we will select No.

USAJOBS®
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PLEASE NOTE: Fields with an asterisk { % ) are required fialds Chick on !reﬁ aftar each title for mora information

Work Experience 9

Mote: If your resume is confidential, the name of your current employer (indicated by an end date of
"present”) will not be visible to recruiters performing resume searches.
Learn More

* Employer Name [Companv Inc. ]
* City/Town |Anytown |
* State/Territory/Province |DC |
* Country us v
* Formal Title [Tester |
+ Start Date January  v|2008 ¥
* End Date: - SELECT - v/ Present v/
Salary $00.000 Inthe Duties, Accomplishments and Related Skills section,
* Average Hours per week a5 Yol hawe 3,000 characters to enter in any relevant information
May we contact your ©ves ONo OC you would like to add. *You can either manually type this
supervisor? Jes LNo LCon information in, or copy and paste the text in. If you copy and
Supervisor's name: Super Visor paste the text and there are formatting eIrors when pre_viewing
Supervisor's phone number . your resume, please cI|_cI—< the _Problems W|tr_1 f_ormattlng when
(including area code): pasting from Word? link to find out hows to fix it. Confi
Is this a Federal position? OYes ®No

\1/

* Duties, Accomplishments and
Related Skills
Problems with formatting when pasting from Word?
Character Count: 0 (3,000 character limit)
Spell Check v
Add Experience »
—OR |

1 don't have any relevant work experience.

READTHIS - important notice before listine vour Education!

In the Duties, Accomplishments and Related Skills section, you have 3,000 characters to enter in any relevant information you would like to add. You
can either manually type this information in, or copy and paste the text in. If you copy and paste the text and there are formatting errors when previewing
your resume, please click the Problems with formatting when pasting from Word? link to find out how to fix it.
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Work Experience 9

Learn More

* Employer Name
* City/Town

* State/Territory/Province

*

Country

*

Formal Title
Start Date

*

*

End Date:

Salary

-

Average Hours per week

May we contact your
supervisor?

Supervisor's name:

Supervisor's phone number
(including area code):

Is this a Federal position?

* Duties, Accomplishments and
Related Skills

PLEASE NOTE: Fields with an asterisk (% ) are required fields

Click on the E after each title for more information

Mote: If your resume is confidential, the name of your current employer (indicated by an end date of
“present”) will not be visible to recruiters performing resume searches.

Company Inc. |

January w2008 ¥

- SELECT - ~|Present v

[USD W [Per Year ¥
@Yes ONo O Contact me first

Oves ®nNo

Problems with formatting when pasting from Word?

Character Count: 0 (3,000 character limit)

c
You should always spell check your entries by

IR T clicking on the Spell Check button. Resumes
with misspelled words will look unprofessional

—oOR |

1 don't have any relevant work experience.

| to agencies reviewing them.

READTHIS - important notice before listine vour Education!

You should always spell check your entries by clicking on the Spell Check button. Resumes with misspelled words will look unprofessional to agencies

reviewing them.
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USAJOBS

“WORKINGWFOR AMERICA™

| tusted multiple items Change To:

Suggestions:
- - |

ousted
lusted
rusted
busted
trusted
tussled
tutored
twisted
turtles
quested
turreted o

Oryou can also type the word into this section and
then click the CHANGE button.

(cHANGE ALL

-

I you see the correct wiord in this list, you can
select it and then click the CHANGE button.

If you see the correct word in this list, you can select it and then cl

ick the CHANGE button.

Or you can also type the word into this section and then click the CHANGE button.

USAJOBS®
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USAJOBS

“WORKINGWFOR AMERICA™

| tested multiple items

Change To:

Suggestions:

No Suggestions.

Windows Internet Explorer El

! E The Spelling Check Is Complete.

< When the spell check function is complete, click

Lthe OK button to close the window and proceed.

J

When the spell check function is complete, click the OK button to close the window and proceed.
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PLEASE MOTE: Fields with an asterisk { %) are required fields. Chick on the E aftar each title for mora information

Work Experience 9

Mote: If your resume is confidential, the name of your current employer (indicated by an end date of
“present”) will not be visible to recruiters performing resume searches.
Learn More

* Employer Name Company Inc. |
* City/Town |Anytov\rn |
* State/Territory/Province |DC |
* Country 'us v
* Formal Title [Tester |
* Start Date January | 2008 v
* End Date: - SELECT - v|Ppresent v
Salary lusp ¥/ [per vear v
May we contact your
su:er\risor? v ®ves ONo O Contact me first
Supervisor's phone number
(including area code): 123-456-7899
Is this a Federal position? Oves ®nNo
* Duties, Accomplishments and || tested multiple items.
Related Skills
Problems with formatting when pasting from Word?
haracter Count: 24 (3,000 character limit)
Spell Check v L )
Mo that all of our spelling is corrected, we will see
CELR ST RNV what happens when thers are no speling errors.
— OR }

1 don't have any relevant work experience.

READTHIS - important notice before listine vour Education!

Now that all of our spelling is corrected, we will see what happens when there are no spelling errors.
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USAJOBS

“WORKINGWFOR AMERICA™

| tested multiple items Change To: IGNORE

Suggestions: )
Mo Suggestions. CHANGE

[CHANGE ALL

i

DOMNE

When the spell check window opens, you wil
immediately receive a message telling you
that there were no errors found. To proceed,

again click the OK button.
Continue

When the spell check window opens, you will immediately receive a message telling you that there were no errors found. To proceed, again click the OK
button.
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Work Experience 9

Learn More

*

Employer Name

*

City/Town

State/Territory/Province

*

Country

*

Formal Title
Start Date

*

*

End Date:

Salary

-

Average Hours per week

May we contact your
supervisor?

Supervisor's name:

Supervisor's phone number
(including area code):

Is this a Federal position?

* Duties, Accomplishments and
Related Skills

—oOR |

PLEASE NOTE: Fields with an asterisk (% ) are required fields

Click on the E after each title for more information

Mote: If your resume is confidential, the name of your current employer (indicated by an end date of
“present”) will not be visible to recruiters performing resume searches.

ICo_rn[.Env Inc. |
|Any‘town |
[oc |

us

[Tester ]

- SELECT - v|Ppresent v
Fooooo ] |usp ¥ [Pervear v
@Yes ONo O Contact me first

Oves ®nNo

| tested multiple ilems,

Problems with formatting when pasting from Word?
Character Count: 24 (3,000 character limit)
Spell Check v

" Add Experience »

When ready, click the Add

1 don't have any relevant work experience.

kEJcperience button to save your entry.

READTHIS - important notice before listine vour Education!

When ready, click the Add Experience button to save your entry.
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Work Experience @

Learn More

* Employer Name
* City/Town
* State/Territory/Province

* Country

*

Formal Title
Start Date

*

*

End Date:

Salary

-

Average Hours per week

May we contact your
supervisor?

Is this a Federal position?

-

Duties, Accomplishments and
Related Skills

PLEASE NOTE: Fields with an asterisk { % ) are required fialds Chick on II“GE aftar each title for mora information

Mote: If your resume is confidential, the name of your current employer (indicated by an end date of
"present”) will not be visible to recruiters performing resume searches.

[ J
| |
| |
us v
| |

December 2009 v

- SELECT - v/ present v

lusD ¥/ [per Year ¥|

Ores | Youwill now see your entry listed inyour resume. To create a
Oryes | NEW ENMrY, fill in all the fields above as we just did and click the
"~ | Add Experience button.

To edit an entry, click on the link for that entry under the
Employer Mame heading. This will result in all of the
information entered to appear in the fields above whare yoll will
be able to make your edits. While editing an entry, the Add

Experience button will instead be an Update button.

Problems

Characti Tp delete an entry, click the red X at the right of the entry you

wish to delete.

Start End
Employer Name City, State Job Title Mo./Yr. Mo./Yr.
Company Inc. Anytown, DC Tester 1/2008 Present -

A READ THIS - important notice before listing your Education!
"! Only list degrees from schools that have been accredited by accrediting institutions ‘% )
recognized by the US. Department of Education or other education that meet the
provisions of the Office of Personnel Managements Operating Manual,

<

You will now see your entry listed in your resume. To create a new entry, fill in all the fields above as we just did and click the Add Experience button.

To edit an entry, click on the link for that entry under the Employer Name heading. This will result in all of the information entered to appear in the fields

above where you will be able to make your edits. While editing an entry, the Add Experience button will instead be an Update button.

To delete an entry, click the red X at the right of the entry you wish to delete.
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As with the experience section, you can enter your educational entries one at
atime. Ifyou do not have any education entries to make, you can checlkthe
box nextto | don't have any relevant education. balow.

Education

-

School or Program Name

*

City/Town

*

*

Country

*

\

\
State/Territory/Province | |
Degree/Level Attained ‘

Completion Date

Major \ |
Minor | |
GPA [] of GPAMax. [ |

Total Credits Earned [ |

System for Awarded Credits () semester Hours
O auaner Hours

Oome ]

Honors ‘Select V|

Relevant Coursework,
Licensures and Certifications

Problems with formatting when pasting from Word?
Character Count: 0 (2,000 character limit)
Spell Check v

Add Education »

— OR |

[J1 don’t have any relevant education.

As with the experience section, you can enter your educational entries one at a time. If you do not have any education entries to make, you can check the
box next to | don't have any relevant education. below.
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READ THIS - important notice before listing your Education!

4'. Only list degrees from schools that have been accredited by accrediting institutions ﬁ )
recognized by the US. Department of Education or other education that meet the v

provisions of the Office of Personnel Management’s Operating Manual,

Learn more!
Education @
* School or Program Name [High School |
* City/Town [Anytown |
* State/Territory/Province |Alabama |
* Country ‘US |
* Degree/Level Attained ‘ High School or equivalent 4
Degree/Level Clarifications
Completion Date ‘ May v| | ..,|
Major \ |
Minor | |
GPA [] of GPAMax. [ |

Total Credits Earned \ |
System for Awarded Credits () semester Hours

O Quarter Hours
O ome ]

Honors ‘Select V|

Relevant Coursework,
Licensures and Certifications

Problems with formatting when pasting from Word?
Character Count: 0 (2,000 character limit)

e

Spell Check ) : ) )

If adding text into this section, you should ag
1 L~ L. ¥ + L. | HIEN - o

Add Education e

I
[

When ready, click the Add
Education button to save your entry.

— OR |

[J1 don’t have any relevant education.

ain ensure you use

" Check button.

If adding text into this section, you should again ensure you use the spell check feature by clicking the Spell Check button.

When ready, click the Add Education button to save your entry.
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b READ THIS - important notice before listing your Education!

¥ Only list degrees from schools that have been accredited by accrediting institutions ﬁ’ )
recognized by the US. Department of Education or other education that meet the L
provisions of the Office of Personnel Management’s Operating Manual,

Learn more!

Education @

*

*

*

School or Program Name
City /Town
State/Territory/Province
Country

Degree/Level Attained

Completion Date
Major

Minor

GPA

Total Credits Earned
System for Awarded Credits

Honors

Relevant Coursework,
Licensures and Certifications

[] of GPAMax. [
\ |

O Semester Hours
O Quarter Hours

Oome ]

‘Select V|

Just as inthe experience section, our education entry is
nowy saved. You can add a new entry or edit and delete

existing entries in the same fashion. _
Continue

School City, State
High School Anytown, Alabama

Country Degree Level Completion Date
us High School or equivalent 5/2006 -

Just as in the experience section, our education entry is now saved. You can add a new entry or edit and delete existing entries in the same fashion.

USAJOBS®

29 of 53




USAJOBS® Resumes Guide 01/23/2010

T SEITTESIeT 1T S

O Quarter Hours

O Other

Relevant Coursework,
Licensures and Certifications

Problems with formatting when pasting from Word?
Character Count: 0 (2,000 character limit)
Spell Check v

School City, State Country Degree Level Completion Date
High Schoel Anytown, Alabama US High School or equivalent 5/2006 -

In the Job Related Training section, you can enter in any
relevant information that you would like to have included in

Job Related Training our resume, up to 5,000 characters
/ HPies '

List the titles and compl
seeking.

Eroblems with formatting when pasting from Word?

Character Count: 0 (max. 5,000 characters) Spell Check v

CID EIITED EXID

Site Map Contact Us Help/FAO's Emplovers Privacy Act and Public Burden Information

This is @ United States Offi
USAJOES is the Federal Government's official one

of Personnel Management website.
stop source for Federal jobs =nd employment information.

In the Job Related Training section, you can enter in any relevant information that you would like to have included in your resume, up to 5,000 characters.
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r SeITTESieT Tom S
O Quarter Hours

Ooter[ ]

Relevant Coursework,
Licensures and Certifications

Prablems with formatting when pasting from Word?
Character Count: 0 (2,000 character limit)
Spell Check v

School City, State Country Degree Level Completion Date
High Schoel Anytown, Alabama US High School or equivalent 5/2006 -

Job Related Training [Z]

List the titles and completion date of training courses that are relevant to the position you are
seeking.

Eroblems with formatting when pasting from Word?

Character Count: 0 (max. 5,000 characters) Spell Check v

r R
Save for Later » 0
D EXIIEIED @D <\ youre ready o move othe

next page, click the Next button.

Site Map Contact Us Help/FAO's Emplovers Privacy Act and Public Burden Information

This is a United States Office of Personnel Management website.
USAJOES is the Federal Government's official one-stop source for Federal jobs and employment information.

When you're ready to move to the next page, click the Next button.
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1, Search Jobs - My Account 4 Info Center Welcome John! | Sign out

USA OBS Allinformation on this page is optional, but may be required for certain jobs. _ _ °
Check each job opportunity announcement for specific instructions. ords) ] [Where: (ctty, state or zip codd

"WORKING W FOR AMERICA” Jobs > Advanced/Intarnational Search >

Although the References section is not required, certain fields are required if
woll decide to enter a reference. fyol decide not to enter any references, you
can skip over this section completely. This is also true with other sections
below showing that certain fields are required.

1. Getting Started 1. Experience  3.Related Information 4. Finishing Up \ as you build it!

PLEASE NOTE: Fields with an asterisk { ¥ ) are required fields. Cuck on the () aer each title for more information

References 9

Note: If your resume is confidential, this information will not be visible to recruiters performing
resume searches. Learn more

* Name: [ |

Employer: [ ]
Title: [ ]
* Phone:

Email: [ |

* Reference Type: ® Professional O Personal

Additional Language Skills 7]

Language |—SELECT— v

Spoken: @ None O Novice O Intermediate O Advanced
Written: ® nNone O Novice © Intermediate O Advanced
Read: ® None O Novice O Intermediate O Advanced

Add Language »

All information on this page is optional, but may be required for certain jobs. Check each job opportunity announcement for specific instructions.

Although the References section is not required, certain fields are required if you decide to enter a reference. If you decide not to enter any references,
you can skip over this section completely. This is also true with other sections below showing that certain fields are required.
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4 Search Jobs - My Account - Info Center Welcome John! | Sign out

Search Jobs

USAIOBS [What: (job title, keywords) | [Where: (city, state or zip codd °

"WORKING W FOR AMERICA"™ Brovas Jobs =  Advanced/Intsrnational Ssarch =

Resume Builder

1. Getting Started 1. Experience  3.Related Information 4. Finishing Up \\ as you build it!

PLEASE MOTE: Fields with an asterisk { ¥ ) are required flelds. Click on the g after each title for more information

References 0

Note: If your resume is confidential, this information will not be visible to recruiters performing
resume searches. Learn more

* Name: |Co worker |
Employer: |Company Inc. |
Title: [Trainer ]

* Phone; 1
Email: [ |

* Reference Type: ® Professional O Personal

-
;M] Wyhen complete, clickthe

Add Reference button.

Additional Language Skills 7]

Language [-sELECT- v/

Spoken: @ None O Novice O Intermediate O Advanced
Written: ® nNone O Novice © Intermediate O Advanced
Read: ® None O Novice O Intermediate O Advanced

When complete, click the Add Reference button.
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Additional Language Skills 9

L |- sELECT- ~|

A
You can also add in any additional languages
that you spealk, write, or read. To stan, click the
drop dowin box and find the desired language.
After selecting your language, select your
proficiency level for each of the three categories

for that language.

termediate O Advanced

termediate © Advanced

termediate O Advanced

Affiliations &

* Organization Name: [

* Affiliation/Role:

Add Affiliation »

Professional Publications &

Enter any professional publications in the space provided

Problems with formatting when pasting from Word?

Character Count: 0 (max. 5,000 characters) Spell Check v

Additional Information Q

Enter job-related honors, awards, leadership activities, skills (such as computer software proficiency
or typing speed) or any other information requested by a specific job announcement.
Need more space? Expand this field.

You can also add in any additional languages that you speak, write, or read. To start, click the drop down box and find the desired language. After

selecting your language, select your proficiency level for each of the three categories for that language.

USAJOBS®
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Additional Language Skills 0

L | Bosnian v|

Spoken: O None O Novice O Intermediate ® Advanced
Written: O None O Novice @ Intermediate O Advanced
Read: O None O Novice O Intermediate & Advanced

r
Add L
When done, click the

Add Language button.

Affiliations 9

* Organization Name: [ ]

* Affiliation/Role:

Add Affiliation »

Professional Publications &

Enter any professional publications in the space provided

Problems with formatting when pasting from Word?

Il Check
Character Count: 0 (max. 5,000 characters)

Additional Information 9

Enter job-related honors, awards, leadership activities, skills (such as computer software proficiency
or typing speed) or any other information requested by a specific job announcement.
Need more space? Expand this field.

When done, click the Add Language button.
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Additional Language Skills 9

L [-sELECT- ~|

Spoken; ® None O Novice O Intermediate O Advanced

Written: ® None O Novice O Intermediate O Advanced

Read: ® None O Novice O Intermediate O Advanced

Language Spoken Written Read

Bosnian Advanced Intermediate Advanced -~

Affiliations @

* Organization Name: I I

You can also add any

* Affiliation/Role:

| ] affiliations you belong to.

Professional Publications &

Enter any professional publications in the space provided

Problems with formatting when pasting from Word?

Spell Check
Character Count: 0 (max. 5,000 characters)

Additional Information @

Enter job-related honors, awards, leadership activities, skills {(such as computer software proficiency
or typing speed) or any other information requested by a specific job announcement.
Neod more enaca? Evnand thig fisld

You can also add any affiliations you belong to.
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Additional Language Skills 9

L [-sELECT- ~|
Spoken; ® None O Novice O Intermediate O Advanced
Written: ® None O Novice O Intermediate O Advanced
Read: ® None O Novice O Intermediate O Advanced
Language Spoken Written Read
Bosnian Advanced Intermediate Advanced -~
Affiliations @
* Organization Name: [organization of America ]
* Affiliation/Role: I |
r

When ready, clickthe
Add Affiliation button.

Professional Publications &

Enter any professional publications in the space provided

Problems with formatting when pasting from Word?

Spell Check
Character Count: 0 (max. 5,000 characters)

Additional Information @

Enter job-related honors, awards, leadership activities, skills {(such as computer software proficiency
or typing speed) or any other information requested by a specific job announcement.
Neod more enaca? Evnand thig fisld

When ready, click the Add Affiliation button.
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Additional Language Skills 9

L [-sELECT- ~|

Spoken; ® None O Novice O Intermediate O Advanced

Written: ® None O Novice O Intermediate O Advanced

Read: ® None O Novice O Intermediate O Advanced

Language Spoken Written Read
Bosnian Advanced Intermediate Advanced

Affiliations @

* Organization Name: | |

* Affiliation/Role: [ |

Organization Name: Affiliation/Role:
Organization of America Member

Professional Publications 9

Enter any professional publications in the space provided

In this section, enter any publications
inwhich your work has appeared.

Problems with formatting when pasting from Word?

Character Count: 0 (max. 5,000 characters) Spell Check

Additional Information @&

In this section, enter any publications in which your work has appeared.
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Character Count: 31 (max. 5,000 characters) FPRIETRCEY v

Additional Information @

Enter job-related honors, awards, leadership activities, skills (such as computer software proficiency
or typing speed) or any other information requested by a specific job announcement.
Need more space? Expand this field.

T/ In the Additional Information section,
enter any job-related honors, awards,
leadership activities, skills, or any other
information requested by a specific

announcerment
Problems wi atting wh sting from Word? ) .
reblems »ith formatting wher pasting from Word This section allaws you to enter in 20,000
characters to accommodate any KSA
. Spell Check v - P
Character Count: 0 (20,000 character limit) _ requirements for Specmc announcements.

Continue,
-/

Availability &

Note: Induding this information will provide recruiters with additional detail on the type of position
you are seeking. It will not exclude your resume from consideration.

What type of work will you be willing to accept?

[Jrermanent OTemporary COrerm [CJintermittent
O petail [JTemporary Promotion Osummer [JSeasonal
[ Federal Career Intern [ student Career Experience

What type of work schedule will you be willing to accept?
CJFull Time Cpart Time [ shift work

O intermittent [3ob Share

I nokina for a Snacific Work Environment &
1 ooki ifi i

In the Additional Information section, enter any job-related honors, awards, leadership activities, skills, or any other information requested by a specific

announcement.

This section allows you to enter in 20,000 characters to accommodate any KSA requirements for specific announcements.
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Character Count: 31 (max. 5,000 characters) FPRIETRCEY v

Additional Information @

Enter job-related honors, awards, leadership activities, skills (such as computer software proficiency
or typing speed) or any other information requested by a specific job announcement.
Need more space? Expand this field.

Problems with formatting when pasting from Word?

Character Count: 0 (20,000 character limit) Spell Check v

Availability &

Note: Induding this information will provide recruiters with additional detail on the type of position
you are seeking. It will not exclude your resume from consideration.

What type of work will you be willing to accept?

[JPermanent OTemporary Cterm [CJintermittent
[ petail O Temporary Promation [ summer [seasonal ™ The Availability section is only
[ Federal Career Intern [Jstudent Career Experience used when Federal EPENEES el

searching for resumes. This
section will not eliminate you from
consideration when applying to
I Full Time CJPart Time [ shift work jobs.

What type of work schedule will you be willing to accept?

O intermittent [3ob Share If desired, you can select multiple
options from each sub-section.

Looking for a Specific Work Environment (7]

The Availability section is only used when Federal agencies are searching for resumes. This section will not eliminate you from consideration when
applying to jobs.

If desired, you can select multiple options from each sub-section.
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Looking for a Specific Work Environment 9

Note: Induding this information will provide recruiters with additional detail on the type of position
you are seeking. It will not exclude your resume from consideration.

Please select your desired work environment

[ student

O prost-graduate

[ retiree

[ revolving

[ Experienced Professionals

[ Part-Time

[Jundergraduate
O new Professional
[JFederal Retiree

OTerm

[JrRequires Flexibilities

[OGraduate
[OmMid-Career Professional
[Highly Mobile
[Mission-Focused

OTelework

[J Alternative Work Schedule

§/ The Looking for a Specific
Work Environment section is
also onky used when Federal
agencies are searching for
resumes and will not eliminate
you from consideration when
applying to jobs.

You can again select multiple
options.

Desired Locations 9

Note: Induding this information will provide recruiters with additional detail on the type of position
you are seeking. It will not exclude your resume from consideration. Please select the Desired Location(s

you are willing fo work in

{For multiple locations, hold down the <Ctrd> key (PC) or <Command> key (Mac) as you select.)

Choose State

then Locale(s)

Click arrow to add (X' to delete)

us -
Alaska

American Samoa

Anzona

Arkansas

Armed Force Europe, th®

Show locations for this region:

\sia | Europe | North America

ADD

e

DELETE

South America

Australia | Canbbean and

East

<The Desired Locations section
is also used when Federal
agencies are searching for
resumes, and will not eliminate
you from consideration when
applying to jobs. To select
locations, first select the state and
then areato add. If youwould like

to add a location outside of the

CID EIITED EXID

Site Map Contact Us

Help/FAD's

Privacy Act and Public Burden Information

Th
USAJOES is the Federal

a United States Office of Personnel Management website.
overnment’s official one-stop source for Federal jobs and employment information.

United States, select the
appropriate location below.

Continue
-/

The Looking for a Specific Work Environment section is also only used when Federal agencies are searching for resumes and will not eliminate you
from consideration when applying to jobs.

You can again select multiple options.

The Desired Locations section is also used when Federal agencies are searching for resumes, and will not eliminate you from consideration when
applying to jobs. To select locations, first select the state and then area to add. If you would like to add a location outside of the United States, select the

appropriate location below.
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Looking for a Specific Work Environment 9

Note: Induding this information will provide recruiters with additional detail on the type of position

you are seeking. It will not exclude your resume from consideration.

Please select your desired work environment

[ student

O prost-graduate

[JRretiree

[ Revolving

[ Experienced Professionals

[ part-Time

Desired Locations e

Oundergraduate

O new Professional
[Federal Retiree
OTerm

[ requires Flexibilities

[ Alternative Work Schedule

OGraduate
[IMid-Career Professional
[JHighly Mobile
[Mission-Focused

OTelework

Note: Induding this information will provide recruiters with additional detail on the type of position
you are seeking. It will not exclude your resume from consideration. Please select the Desired Location(s)

you are willing to work in

(For multiple locations, hold down the <Ctrd> key (PC) or <Command> key (Mac) as you select.)

Choose State

then Locale(s)

Click arrow to add (X' to delete)

~

Alaska . Birmingham ADD
American Samoa Mobile/Dothan

Arnzona Montgomery

Arkansas Nerthern/Huntsville DELETE

|Armed Force Europe, th™ || Tuscaloosa

Show locations for this region:

Alabama - Anniston

United States | Africa | Asia | Europe | North America | South America | Australia | Caribbean and

Central America | Middle East

m Save for Later »
[ ———

Site Map Contact Us

When ready to proceed,
click the Next button.

Help/FAO's Emplovers Privacy Act and Public Burden Information

This is @ United States Office of Personnel Management website.
USAJOES is the Federal Government's official one-stop source for Federal jobs and employment information.

When ready to proceed, click the Next button.
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. Search Jobs
USAJOBS |\‘.‘ha:: (job title, keywords) I I\".here: (city, state or zip :add °

"WORKING@WFOR AMERICA" Brovse Jobs > Advanced/Internstional Search >

Resume Builder

7

Let's preview our resume
to see how it looks.

i rr
I. Getting Started 2.Experience  3.Related Information 4. Finishing Up ‘ \\ as you build it!

PLEASE NOTE: Flelds with an asterisk (% ) are required flelds.  Ciick on the @) after each title for more Information.

Make Searchable @

Activating your resume will allow recruiters to find your resume during resume searches.

Activate Resume (O

—or|

Save your resume. To make future changes to your resume, click Resumes on your My USAJOBS home

page.
Save for Later »

Site Map ContactUs Help/FAQ's Emplovers Privacy Act snd Public Burden Information

This is 2 United States Office of Personnel Management website.
USAJOBS is the Federal Government’s official one-stop source for Federal jobs and employment information.

Let's preview our resume to see how it looks.
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Print This Page »

r o N
I'm Finished »
b _d|

When done reviewing your

John Jay Doe resume, you can click the Print

1 Main St This Page button to easily
Anytown, AL 12345 print your resume, or the 1'm
Day Phone: 123-456-7899 Finished button at the top or

Email: johndoe@gmail.c
i ehndoedmat.com bottomn of the page to close the

resume preview.

Country of citizenship: United States of America
Veterans' Preference: No

Registered for Selective

Service

Contact Current Employer: Yes
AVAILABILITY Job Type: Permanent

Work Schedule: Full Time

DESIRED LOCATIONS US-AL-Anniston

WORK EXPERIENCE Company Inc. 1/2008 - Present
Anytown, DCUS
Hours par week: 45

Tastar
I tested multiple items. (Contact Supervisor: Yas, Supervisor's Name: Super
Visor, Supervisor's Phone: 123-456-7899)

EDUCATION High School
Anytown, Alabama US

High School or aguivalent - 5/2006
JOB RELATED I have been trained on testing all items large and small.
TRAINING
LANGUAGES Bosnian
Spoken: Advanced
Written: Intermediate
Read: Advanced
AFFILIATIONS Organization of Amarica Mambaer
PROFESSIOMNAL I have published many artidles.
PUBLICATIONS
REFERENCES Co Worker Company Inc. Trainer
Phone Number: 123-456-7788
Reference Type: Professional
ADDITIONAL I have multiple henors and awards
INFORMATION

When done reviewing your resume, you can click the Print This Page button to easily print your resume, or the I'm Finished button at the top or bottom of
the page to close the resume preview.
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1, Search Jobs - My Account 4 Info Center
® Search Jobs
USAIOBS |‘.'.'ha:: (job title, keywords) Nhere; (city, state or zip r'::rid °

"WORKING W FOR AMERICA"™

Advansed/Internatignal Ssarch =

Resume Builder

i r
1. Getting Started 1 Experience  3.Related Information 4. Finishing Up \ as you build it!

PLEASE NOTE: Flelds with an asterisk ( ¥ ) are required flelds. Click on the a after each title for more information

Make Searchable 6

activating your resume will allow recruiters to find your resume during resume searches.

" Activate Resume ¢

Save your resume. To make future changes to your resume, click R From this page, you can C“Ck_the Save _for _Later
page. button to save your resume without making it

Save for Later » searchable to agencies, oryou can click the
Activate Resume button to save your resume and
make it viewable to Federal agencies searching

. the resume database.

Site Map Contact Us Help/FAQ's Employers Privacy Act and Public Burden Information

This is 2 United States Office of Personnel Management website.
USAJOES is the Federal Government's official one-stop source for Federal jobs and employment information.

From this page, you can click the Save for Later button to save your resume without making it searchable to agencies, or you can click the Activate
Resume button to save your resume and make it viewable to Federal agencies searching the resume database.
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4 Search Jobs - My Account - Info Center
. Search Jobs
USAIOBS |‘.'.'ha:: (job title, keywords) |'.-‘-.he'a: (city, state or zip r':rid °

"WORKING W FOR AMERICA"™ Br

Jobs » Advanced/International Search =

?‘; Resu
z MNowy that you have created a resume,
you are able toview, edit, duplicate,

UsAI0BS' Resume | delete, or renew WOUF resume fromthe hat provides all of the information
required by govern ajn resurme page. mes in different formats, you

can build your res Continue

Stati .
Resume 1: Test Resume i ) M:k Moy that we have built a USAJOBS® resume,
e S b s el ol el Expif let's take a look at how to upload a file from your
Format: USAJOBS Resume CompuUter to Use as a resume when agencies
Source: Built with USAJOBS Resume Builder allows this method.
Continue

Build New Resume » : Upload New Resume » ]

You have created 1 of 5 possible resumes. You are able to upload and store 2 uploaded resumes;
you have created 0 of 2 possible uploaded resumes.

Tips
Searchable: Making your resumes searchable allows recruiters to find your resume during
searches. Note: Uploaded resumes can not be searched.

Acceptable files: Uploaded resumes must be less than 3MB and in one of the following document
formats: .doc, .docx. jpa, .pdf, or .rtf

Warning: Uploaded resumes may not be accepted by some agencies’ online application
processes.

Site Map Contact Us Help/FAQ's Employers Privacy Act and Public Burden Information

Thiz iz & United States Office of Personnel Management website.
USAJOBS is the Federal Government's official one-stop source for Federal jobs and employment information.

Now that you have created a resume, you are able to view, edit, duplicate, delete, or renew your resume from the main resume page.

Now that we have built a USAJOBS® resume, let's take a look at how to upload a file from your computer to use as a resume when agencies allow this
method.
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Welcome John! | Sign out

4 Search Jobs - My Account 4 Info Center
. Search Jobs
USAIOBS |‘.'.ha:: (job title, keywords
WORKING W FOR AMERICA" Bron b

Resume Uploader

‘fou are able to upload and store two resumes to your My USAJOBS account. If the job accepts uploaded
resumes, then your uploaded resume(s) will appear in the list of resumes you can use to apply for a job.
Uploaded resumes can not be converted to SES resumes.

A

As noted here, 2 of your S resumes may be uploaded resumes.
However, not all agencies accept uploaded resumes. When you are
applying to a job opportunity announcement that accepts uploaded
resumes, your uploaded resume will be aVEHﬁDJEjﬁ_a_ﬁ_E‘JE_LTﬂDJE resume

on the resume selection page of the application process Ifthe job |
opportunity announcement does not accept uploaded resumes, then you
will not see itinyour list of resumes to select. )

The first stepis to
Name your resume.

lanager)

Upload a Resume [ 7]

Jploaded resumes must be less than 3mb and can be in one of the following formats: GIF, JPG, IPEG
PNG, RTF, PDF, or Word (DOC or DOCX).

i Upload vour existing resume by selecting” l{lc below.
Diocuments that you wiould like to upload as your
resume must be less than 3ME and be either .aif,

jpg, png, ff, pdf, doc, or docx

by some agencies’' online application processes.

oon> > Y cancii > )

Site Map Contact Us Help/FAQ's Employers  Privacy Act and Public Burden Information

This is & United States Office of Personnel Management website.
USAJOES is the Federal Government's official one-stop source for Federal jobs and employment information.

|'.‘.h?'ﬁ: (city, state or zip codd °

Advanced/International Search =

As noted here, 2 of your 5 resumes may be uploaded resumes. However, not all agencies accept uploaded resumes. When you are applying to a job
opportunity announcement that accepts uploaded resumes, your uploaded resume will be available as a selectable resume on the resume selection page of
the application process. If the job opportunity announcement does not accept uploaded resumes, then you will not see it in your list of resumes to select.

Documents that you would like to upload as your resume must be less than 3MB and be either .gif, .jpg, .png, .rtf, .pdf, .doc, or .docx.

The first step is to name your resume.
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< Search

Jobs - My Account

"WORKING

USA]

OBS

FOR AMERICA"

4 Info Center

Search Jobs

Welcome John! | Sign out

|‘.’;hat: (job title, keywords) | |\’-.here: (city, state or zip ccdd °

Brovas Jobs =

Advansed/Internatignal Ssarch =

Resume Uploader

You are able to upload and store two resumes to your My USAJOBS account. If the job accepts uploaded

resumes, then your uploaded resume(s) will appear in the list of resumes you can use to apply for a job.
Uploaded resumes can not be converted to SES resumes.

# Required information

Resume Basics @

#* Resume Title: | |

{e.g., Senior Marketing Director, Experienced Sales Manager)

Upload a Resume [ 7]

Uploaded resumes must be less than 3mb and can be in one of the following formats: GIF, PG, JPEG,
PNG, RTF, PDF, or Word (DOC or DOCX).

Upload your existing resume by selecting a file below.

# Resume File:| || Browse.. H

Mext, wou will need to select
the file you wish to use.
Note: Uploaded resumes may not be accepted by rocesses.

umono

Site Map Contact Us Help/FAQ's Employers Privacy Act and Public Burden Information

This is & United States Office of Personnel Management website.
USAJOES is the Federal Government's official one-stop source for Federal jobs and employment information.

Next, you will need to select the file you wish to use.
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4 Search Jobs - MyAccount - Info Center
. Search Jobs
USAlo Bs |‘-‘.‘ha:: (job title, keywords) | |'.-‘-.hera: (city, state or zip rndd °

"WORKING W FOR AMERICA™ Brovae Jobs = Advansed/International Sgarch =

Resume Uploader

You are able to upload and store two resumes to your My USAJOBS account. If the job accepts uploaded
resumes, then your uploaded resume(s) will appear in the list of resumes you can use to apply for a job.
Uploaded resumes can not be converted to SES resumes.

Choose file

Laok in: |D USAJOBS Resume j L] ¥ B
= Here is my uploaded resume.doc . X
Resu J ) e ! Select the desired file onyour computer
Recent and then click the Open button.
#* Resy
(e.0., @
Deskiop
Uplog
Uploaf My Documents IPEG,
PNG, H
Uploa
My Compuites
# Res
Note: My Netwerk  File name; - Open
Mok | = [ |
Files of iype: &N Files %) =] Cancel
umionD >
Site Map Contact Us Help/FAQ's Emplovers Privacy Act and Public Burden Information

This is & United States Office of Personnel Management website.
USAJOES is the Federal Government's official one-stop source for Federal jobs and employment information.

Select the desired file on your computer and then click the Open button.
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4 Search Jobs 4 My Account 4 Info Center
. Search Jobs
USAJOBS [What: Gob title, keywords) | [Where: (city, state or zip codd °

"WORKING@WFOR AMERICA"

Brovase Jobs > Advanced/International Sgarch >

Resume Uploader

You are able to upload and store two resumes to your My USAJOBS account. If the job accepts uploaded
resumes, then your uploaded resume(s) will appear in the list of resumes you can use to apply for a job.
Uploaded resumes can not be converted to SES resumes.

# Required information

Resume Basics @

# Resume Title: [Uploaded Resume |

(e.g., Senior Marketing Director, Expernienced Sales Manager)

Upload a Resume @

Uploaded resumes must be less than 3mb and can be in one of the following formats: GIF, JPG, IPEG,
PNG, RTF, PDF, or Word (DOC or DOCX).

Upload your existing resume by selecting a file below.

* File: [C:\Documents and S¢[ Browse.. |

Note: Uploaded resumes may not be accepted by some agencies' online application processes.

-
e UPLOAD »

h

When ready, click
the UPLOAD button.

Site Map Contact Us Helo/FAQ's Emplovers Privacy Act and Public Burden Information

This Is a United States Office of Personnel Management website,
USAJOBS is the Federal Government's official one-stop source for Federal jobs and employment information.

When ready, click the UPLOAD button.
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4 Search Jobs 4 My Account 4 Info Center
. Search Jobs
USAIOBS |‘.'.ha:: (job title, keywords) |'.‘.he'a: (city, state or zip codg °

"WORKING# FOR AMERICA"

obs > Advanced/International Search >

= .
i- Resumes When uploading resumes to USAJOBS®, you are unable to edit or
duplicate them. Also, uploaded resumes cannot be made searchable

USAJOBS' Resume Builder allows yi {0 agencies searching the resume database.
required by government agencies.,

build db .
€3N Bulld your resume once and 8¢ aftar your resumne has been uploaded, you should preview the

document to make sure there were no errors during the upload.

Resume 1: Test Resume USAJOBS® is not responsible for resumes submitted with applications
View | Edit | Duplicate | Delete | that were not uploaded properly. To ensure your resume appears as
Format: USAJOBS Resume you wolld like itto, click the View link.

Source: Built with USAJOBS Re bj/

Resume 2: Uploaded Resume Status: Not Searchable
View | Delete Uploaded resumes can not be searched.
Source: Uploaded from my computer

Build New Resume » Upload New Resume »

You have created 2 of 5 possible resumes. You are able to upload and store 2 uploaded resumes;
you have created 1 of 2 possible uploaded resumes.

Tips
Searchable: Making your resumes searchable allows recruiters to find your resume during
searches. Note: Uploaded resumes can not be searched.

Acceptable files: Uploaded resumes must be less than 3MB and in one of the following document
formats: .doc, .docx. jpg, .pdf, or.

Warning: Uploaded resumes may not be accepted by some agencies’ online application
processes.

When uploading resumes to USAJOBS®, you are unable to edit or duplicate them. Also, uploaded resumes cannot be made searchable to agencies
searching the resume database.

After your resume has been uploaded, you should preview the document to make sure there were no errors during the upload. USAJOBS® is not
responsible for resumes submitted with applications that were not uploaded properly. To ensure your resume appears as you would like it to, click the View
link.
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Clipboard ) Font 5 Paragraph | I =] Editing

| 1 I NN

Your document will appear in the format that
you uploaded itin; inthis case, itis a Word

document.

Here is my
uploaded
resume.

Your document will appear in the format that you uploaded it in; in this case, it is a Word document.
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. Search Jobs
USAJOBS e

"WORKING# FOR AMERICA" o ki e

Y‘, Resumes

X ) USAJOBS® Resume: ) )
USAJOBS' Resume Builder alig 5 all of the information
required by government age . i ) i erent formats, you
can build your resume once § Thank you for Participating in this

USAJOBS® tutorial!

Resume 1: Test Resume
view | Edit | Duplicate | b To learn how to create a USAJOBS®

account, manage your saved
documents, search for jobs, set up
search agents, and view job opportunity
Resume 2: Uploaded Req @NNOUNCEMents, please view our other
View | Delete tutorials. It be searched.

Source: Uploaded from m| shed)
Build New Resume » Upload New Resume »

You have created 2 of 5 possible resumes. You are able to upload and store 2 uploaded resumes;
you have created 1 of 2 possible uploaded resumes.

Format: USAJOBS Resumg
Source: Built with USAJOF

Tips
Searchable: Making your resumes searchable allows recruiters to find your resume during
searches. Note: Uploaded resumes can not be searched.

Acceptable files: Uploaded resumes must be less than 3MB and in one of the following document
formats: .doc, .docx. jpg, .pdf, or .rtf

Warning: Uploaded resumes may not be accepted by some agencies’ online application
processes.

USAJOBS® Resume:
Thank you for Participating in this USAJOBS® tutorial!

To learn how to create a USAJOBS® account, manage your saved documents, search for jobs, set up search agents, and view job opportunity
announcements, please view our other tutorials.
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