INSTRUCTIONS FOR PREPARING YOUR RESUME

Name:  First    Middle Initial    Last  

SSN: XXXXXXXXX

Mailing address:  (Home address only)

Street, Apt No.

City, State    Zip Code + four

Home telephone:  

Work telephone:  (Commercial and DSN)

Email address:  (Home or Office)

Highest permanent pay plan and grade held (competitive service):  (grade, month/year from - month/year last held)

Typing skill (wpm):  Be specific - do not indicate a range.

Dictation skill (wpm): Be specific - do not indicate a range.

EXPERIENCE

When describing duties be sure to include:

Starting and ending dates (month and year)

Hours worked per week

Position title

Pay plan, series, grade (Federal civilian service)

Salary 

If experience entry describes Federal civilian positions at different grade levels, include month and year promoted to each grade.

Employer’s name and complete address

Supervisor’s name and telephone number 

All major tasks

Any systems you worked with or on

Any software programs you have used

Any special tools and equipment used

Any special programs managed

Any other job-related information you wish to include

EDUCATION

Give your highest level of education.  If degree completed (e.g., AA, BA, MA) list your major field of study, name of college or university, year degree was awarded and grade point average (GPA).  If your highest level of education was high school, list either the highest grade 

completed, year graduated, or the date you were awarded a GED.  Specialized training, including government training, should not be listed here.  (Transcripts must be provided, upon request to verify education.)

INSTRUCTIONS FOR PREPARING YOUR RESUME (Continued)

TRAINING   (Optional)

List training courses completed.  Consider their value and relevance to your career goals.  Include dates and length of training.  (Do not send copies of certificates.)

AWARDS   (Optional)
List any achievements you would like to mention that are relevant to your career  goals.  Include performance award information.  (Do not send copies of awards.)

LICENSES/CERTIFICATES

List professional licenses, operator licenses, registrations, and certificates with date of certification, issuance and/or date of expiration.  Include all certification levels attained.  

OTHER INFORMATION  (Optional) List any other information (e.g., language proficiency, etc.)

I certify that, to the best of my knowledge and belief, all of my statements are true, correct, complete, and made in good faith.  Date: XX  XXX XXXX  (Include this statement at the conclusion of your resume.  The date should reflect the date of submission.)

Pages 2 and 3 must begin with Name and SSN.  They should be formatted in the same way as page 1 and should contain the information indicated  in the sample resume format.

Sample Email Resume (Internal Applicants)

JOHN Q. JONES    

SSN:  123456789

987 Main Blvd.                                        (Home address only)

Anchorage, AK  99302-1234

907-345-1234 (H)                                     (Home phone number)

907-345-0123 (W)                                    (Work phone number, commercial)

234-0123 (DSN)                                       (Work number, defense)

Email address:                                         (Home or Office)

Highest Permanent Grade Held (Competitive service):  WG-05  Jan 94 to Feb 97    (Highest permanent grade held – civil service)
Typing Skill: 45 wpm (Use exact speed to reflect typing, and dictation skills.  Do not use a range.)

Steno Skill:   NA

EXPERIENCE

Jun 95 to Feb 97, 40 hours per week, Material Handler, WG-6907-05, $17.20, per hour,  US Army, Public Works, Fort Richardson, AK  99505.  Major Johnson, 907-384-0222.  I  receive, label, test, store, and assemble for shipment and turn-in a variety of hazardous waste/material generated by various activities on the installation in accordance with regulations.  Use a computer database to obtain material safety data sheet information to determine requirements for material storage and disposal.  Inspect motor pools and other areas on the post ensuring amounts of hazardous materials do not exceed Environmental Protection Agency standards.  Operate a forklift with 3,000 pound capability to stack, load/unload material in storage area.  Occasionally operate larger, rough terrain forklift.  Transport materials on flatbed truck.

Jan 94 to Jun 95, 40 hours per week, Warehouseman (Forklift Operator), WG-6907-05, $16.23 per hour, US Army, Troop Issue Subsistence Activity, Fort Wainwright, AK 99703, Henry Miller, 907-353-0123.  Received and issue 

subsistence supplies applying proper methods and techniques.  Prepared shipment of Class 1 supplies.  Conducted inventories on a monthly and quarterly basis.  Operated 2,000 through  6,000 pound forklifts.  Operated military vehicles and 4-1/2 ton trucks with trailer.  Maintained and posted inventories and receipts of subsistence items using DA Form 3292.  Worked as accounting technician maintaining all dining facility account cards, placing orders for milk and bread.  Prepared documents for finance and accounting.  Maintained charge sales accounts.  Set up filing system utilizing the TAFFS and monitored contracts.

Sep 91 to Jan 94, 40 hours per week, Medical Supply Sergeant, SSG/E6, $26,000 per annum, 506th Medical Detachment, Ft Benning, GA, Captain Smith, 706-545-2345.  Supervised requisitioning, receiving, and inventory management of medical warehouse, Watson Hospital.  Issued medical supplies to other units and the hospital.  Insured proper supply management.  Maintained document registers, due-in and due-out files on all supply items obtained through local purchase.

EDUCATION

High school diploma, 1980, Wasilla High School, Wasilla, AK; some college courses, Ohio University

SPECIALIZED TRAINING

Hazardous Materials Training 1996, Decontamination Procedures 1992 

LICENSE/CERTIFICATES AND OTHER INFORMATION

Military driver’s license 1991

I certify that, to the best of my knowledge and belief, all of my statements are true, correct, and made in good faith.  Date:     16 Aug 99
Sample Email Resume (External Applicants)

JOHN Q. JONES    

SSN:  123456789

987 Main Blvd.                                        (Home address only)

Anchorage, AK  99302-1234

907-345-1234 (H)                                     (Home phone number)

907-345-0123 (W)                                    (Work phone number, commercial)

234-0123 (DSN)                                       (Work number, defense)

Email address:                                          (Home or Office)

Highest Permanent Grade Held (Competitive service):  WG-05  Jan 94 to Feb 97    (Highest permanent grade held – civil service)
Typing Skill: 45 wpm (Use exact speed  to reflect typing, dictation, and steno skills.  Do not use a range.)

Steno Skill:   NA

EXPERIENCE

Jun 95 to Feb 97, 40 hours per week, Material Handler, WG-6907-05, $17.20, per hour,  US Army, Public Works, Fort Richardson, AK  99505.  Major Johnson, 907-384-0222.  I receive, label, test, store, and assemble for shipment and turn-in a variety of hazardous waste/material generated by various activities on the installation in accordance with regulations.  Use a computer database to obtain material safety data sheet information to determine requirements for material storage and disposal.  Inspect areas on  post ensuring amounts of hazardous materials do not exceed Environmental Protection Agency (EPA) standards.  Operate a forklift with 3,000 pound capability to stack, load/unload material in storage area. 

Jan 94 to Jun 95, 40 hours per week, Warehouseman (Forklift Operator), WG-6907-05, $16.23 per hour, US Army, Troop Issue Subsistence Activity, Fort Wainwright, AK 99703, Henry Miller, 907-353-0123.  Received and issue 

subsistence supplies applying proper methods and techniques.  Prepared shipment of Class 1 supplies.  Conducted inventories on a monthly and quarterly basis.  Operated 2,000 through  6,000 pound forklifts.  Operated military vehicles and 4-1/2 ton trucks with trailer.  Maintained and posted inventories and receipts of subsistence items using DA Form 3292.  Worked as accounting technician maintaining all dining facility account cards, placing orders for milk and bread.  Prepared documents for finance and accounting.  Maintained charge sales accounts.  Set up filing system utilizing the TAFFS and monitored contracts.

Sep 91 to Jan 94, 40 hours per week, Medical Supply Sergeant, SSG/E6, $26,000 per annum, 506th Medical Detachment, Ft Benning, GA, Captain Smith, 706-545-2345.  Supervised requisitioning, receiving, and inventory management of medical warehouse, Watson Hospital.  Issued medical supplies to other units and the hospital.  Insured proper supply management.  Maintained document registers, due-in and due-out files on all supply items obtained through local purchase.

EDUCATION

High school diploma, 1980, Wasilla High School, Wasilla, AK; some college courses, Ohio University

SPECIALIZED TRAINING

Hazardous Materials Training 1996, Decontamination Procedures 1992
LICENSE/CERTIFICATES AND OTHER INFORMATION

Military driver’s license 1991

I certify that, to the best of my knowledge and belief, all of my statements are true, correct, complete, and made in good faith.   Date:    16 Aug 99

Sample Email Resume – External (Continued)
SUPPLEMENTAL INFORMATION (Must be submitted by external applicants only, and is an addition to the three-page resume.)

1.  Name:  John Q. Jones

2.  SSN:  123456789

3.  U.S. citizen:  Yes

4.  Current permanent Federal employee:  No

5.  Employment Category:  Reinstatement

6.  Leave without pay:  No

7.  Retired military:  Yes

8.  Date of military retirement:  1993/12/31

9.  Veteran’s preference:  Yes

10.  Veteran’s preference claimed:  5 pt

11.  Dates of military service:  1973/12/01 through 1993/12/31

12.  Separation incentive pay:  No

13.  Last performance rating/date: Exceptional - 1996/06/30   

14.  Date of Birth:  1946/11/13

15.  Sex:  Male

16.  RNO:  B

