USAJOBS has a very good
template to create a resume.

To create a resume click on
RESUMES.
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CREATE RESUME
EXPERIENCE

As you move from section to
section the section title will
be in red. You can have no
more than 5 resumes. You
need to name each resume.
Be aware one resume will not
work for all vacancy
announcements you are
applying for. A resume for an
Aircraft Mechanic will not
work for an Airplane Pilot
position. As stated in creating
your USAJOBS account the
profile with ared * is
required.
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CREATING A RESUME

In this box type in your duties that
reflect the Knowledge, Skills and
Abilities (KSAs) listed on the vacancy
announcement. This is the only box
that has unlimited characters. The
more information the better. This
resume is going to be reviewed by
Staffing to ensure you have addressed
the KSAs.

To add another experience click SAVE

EXPERIENCE and fill in the information.

If for some reason you cannot finish
creating the resume click SAVE and
when your return just start where you
left off.

When this page is complete click
NEXT.
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CREATING A RESUME
EXPERIENCE

Fill in the information on your —
next position held. Notice at e vt 1o

the ARROW it will list your T e

first experience. Once you USAJOBS o
click SAVE EXPERIENCE and N———

the page brings you to add

information for another R
experience then you must add .

another experience. Sl b S
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CREATING A RESUME

In this box type in your duties that
reflect the Knowledge, Skills and
Abilities (KSAs) listed on the vacancy
announcement. This is the only box
that has unlimited characters. The
more information the better. This
resume is going to be reviewed by
Staffing to ensure you have addressed
the KSAs.

To add another experience click SAVE

EXPERIENCE and fill in the information.

If for some reason you cannot finish
creating the resume click SAVE and
when your return just start where you
left off.

When this page is complete click
NEXT.

EXPERIENCE
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EDUCATION:
information

Fill in the

CREAT A RESUME
EDUCATION
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CREATE A RESUME
EDUCATION

List any special license i.e. AN T R
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add another education click e
on SAVE EDUCATION.




CREATE RESUME
EDUCATION
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*
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When completed click
NEXT
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CREATE A RESUME
OTHER
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(5000 characters remaining)

pell Check v

Language Skills

Language: TSELECT - -]
Spoken: @ None © Novice © Intermediate © Advanced
Written: ® None © Novice O Intermediate © Advanced
Read: & None © Novice © Intermediate © Advanced

Add Language »

Organizations/Affiliations @

(@ Intemet | Protected Mode: Off fa - [R10% ~
—— :
sk |« & &) s01am

Done

LrStart| B [~ @ () USAJOBS-resume.ppte || @& USAJOBS - Resume B...




Continue to fill in information.

When completed click NEXT
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Fill in your references. You
can have five references. To
add another reference click
SAVE REFERENCE.

CREATE A RESUME
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‘€ USAJOBS - Resume Builder - References - Windows Internet Explorer provided by MJARNG G6

=18l x]

(<]

File Edit View Favorites Tools Help

w [B& nttps//my.usajobs.gov/ Applicant, Resume Refers

=] [x] [R Live se

< Favorites |5k B Army Training and Certifi... (] Free Hotmail # Getting Started @&
R USAIOBS - Resume Builder - References ‘ ‘

&% Home

4 Search Jobs - My Account - Resource Center

| Sign out

. Search Jobs

WORK\NGJFOH AMERICA"

Resume Builder

Preview your resume

Only Information already saved

1. Experience 2. Education 3. Other 4. References 5. Preview and Finish
will display in Print Preview.

PLEASE NOTE: Fields with an asterisk { ) are required fields.

References
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CREATE A RESUME
REFERENCE

Again notice your first

=%
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CREATE A RESUME
REFERENCE
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Only Information already saved

1. Experience 2. Education 3. Other 4. References 5. Preview and Finish
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References

Note: If your resume is not searchable, this information will not be visible to recruiters
performing resume searches.
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-
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CREATE A RESUME

Here is your resume. At
anytime you can edit, or
delete your resume. Review
your resume to ensure it is
correct. Notice the some of
your information you
provided in USAJOBS Account
and Profile are in your
resume.
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Melanie Hay
3650 Saylors Pond Road
Fort Dix, NJ 0BG40 US
Day Phone: 6085551212
Email: melanieray2aol.com
Country of United States
Citizenship:
Veterans” No
Preference:
Registered for  [am a female, and therefore I am exempt fram registering with the Selective Service
Seleclive Service:
Highes! Grade: 1
TCTAP Fligitle: No
Availability: Joh Type: Permanent, Temporary, Term, Detail, Pressdental Management Fellows, —
Recent Graduates, Intemships, Telework
Work Schedule: Full- Time, Part-Time, Shift. Work, Inbermittent, Job Shanng
‘Work Experience: NI National Guard 08/1995 - 02/2012
3050 Saylers Pond Road Salary: 25,000.00 USD Per Year
Fort Dux, N) 08540 US Hours per week: 40
Series: U201 Pay Plan: G5 Grade:
11
staffing Specialist (This is a federal job)
blah blah blah and some more Blah
Educalion: Mercer Hamilton, N) US
Some College Coursawork Completed
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Click FINISH

CREATE A
RESUME
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country or UMITEd ST
Citizenship:

Veterans' No
Preference:

Registered for I am a female, and therefore 1 am exempt from registering with the Selective Service
Selective Service:

Highest Grade: 11
ICTAP Eligible: No
Availability: Job Type: Permanent, Temporary, Term, Detail, Presidential Management Fellows,

Recent Graduates, Internships, Telework
Work Schedule: Full-Time, Part-Time, shift Work, Intermittent, Job Sharing

Work Experience: NJ National Guard 08/1995 - 02/2012
3650 Saylors Pond Road Salary: 25,000.00 USD Per Year
Fort Dix, N] 08640 US Hours per week: 40
Series: 0201 Pay Plan: GS Grade:
11

Staffing Specialist (This is a federal job)
blah blah blah and seme more blah

Education: Mercer Hamilton, NJ US
Some College Coursework Completed

Job Related Many courses and blah blah blah

Training:

Language Skills: Language Spoken Written Read
English None None None

References: Name Employer Title Phone Email
Trisha Mayoros (%) Klockner School PTA President 609-585-4154

(*) Indicates professional reference
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CREATEING A
RESUME

Here you can create a new i
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specific job copartunity announcement.

If you maka your resume searchable, your profia information and all resume infermation will be visible
ta recnaters searching cur resume bank. Do not indude the following types of information in vour profile
or resume: dassified information, as defined in Executive Order 13526 (dated December 29, 2009);
Sodal Secuity Number {$54}; or other personal or sensitive information you do not wish be made visibla
to recruiters.

Status:
1
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Build New Resume  » Upload New Resume »
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UPLOADING
A RESUME

’,} Home Search Jobs 4 My Account < Resource Center

SIGN IN OR CREATE AN ACCOUNT

https://www.usajobs.gov/
in the address bar.

USAJOBS

"WORKINGWFOR AMERICA"

Click SIGN IN

What: 0 Where:

City, State, ZIP Code, or Country ‘ m

Advanced Search >

Keywords, Job Title, Control #, Agency, Skills ‘

Civilian Talent is Mission-Critical to NAVAIR

Civilian Talent is Mission Critical - Let’s Get to Work!

M



UPLOADING
A RESUME

#) Home % SearchJobs 4 My Account 4 Resource Center
Type in your USER NAME OR

EMAIL and your PASSWORD
USAJOBS

"WORKING WFOR AMERICA

Sign in to my account or create a new account...

This U. 5. Federal Govemment system is to be used by authorized users only. Information from this system resides
on computer systems funded hy the gnvemment. The data and doruments on this system indude Federal records

that may contain sensitive information protected by various Federal statutes, incuding the Privacy Act, 5 US.C. §
352a.

Al access or use of this system constitutes user understanding and acceptance of these terms and constitutes



UPLOADING

Click UPLOAD NEW RESUME

A RESUME
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Change Phote
Edit Profile »

\‘f_; Resumes «

anded resumnes|

Build New Resume  »

‘You have created 0 of 5 possible
resumes. You are able to upload and
store 5 resumes bo your My USAJOES

account.

View All Resumes

2

Saved Searches
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UPLOADING
RESUME

Scan the resume to your - e . ==
desk top’ name the %  + [usajobs [ sesrch | [ satewen- @ wentiy Safe -

x [Q - usa<jobs | searcn |8 - [ Fecebook - (DD EEEELRD] (3| Amazon [ YouTube [] 19 Camden, NJ + [ Mews ~ #, Optiens ~

d OCu l ' Ie nt U P LOAD {.\ Home - SearchJobs - My Account - Resource Center | Sign out -
. g

USA OBS What: @ where:
DOCUMENTS : Choose a ISAIOBS i [T =0

name for your resume. Resume Uploader

You are able to upload and store five resumes to your My USAJOBS account. If the job accepts uploaded
resumes, then your uploaded resume(s) will 3ppear in the list of resumes you can use to apply for a job. Itis

B ROWS E . C h suggested resumes be no longer than five pages.
. oose

# Required information

Desktop; Find your uplond s tecume. @

Uploaded resumes must be less than 3mb and can be in one of the following formats: GIF, PG, IPEG,
PNG, RTF, PDF, or Word (DOC or DOCX). Only text-based RTF, PDF, and Word documents will be

d OC u m e nt C h OO Se t h e searchable by recruiters. Image files (GIF, PG, JPEG, PNG) will not be searched.

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

Upload your existing resume by selecting a file below.

Sample Resume What to Include
‘ | i C k l | P LOA D Please enter a name for this resume (100 characters max)

Select Document:

.

Back to Resumes List

m

Site Map  Contact Us  Help/FAQs  Privacy Act and Public Burden Information FOIA  About Us  USA.gow

= 2 United States OFf /my.uszjobs.gov/Home/ContactUs |
cn

of Personnel Management website.
arnmant’s off D soul s and &

= for Fadaral mol:

-
USAIOES is the Federal G

ant information.




UPLOADING
A RESUME

Here is your resume. D e e e =

% 4 - | [usajobs.gov | Search | [ safewsb~ @ identiy Safe -

% [Q usajobs.gav i Fecebook ~ DD EERIR] (2 Amazon (& VouTube [ 17° Canden NI + fgNews - [ % Options ~

M UsAI0BS - Resumes X

’.} Home < Search Jobs 4 My Account - Resource Center Welcome Colleen! | Sign out I
USAJOBS - =
"WORKINGJFOR AMERICA" Advanced Search = ‘Rad\ua: 20 miles

Resumes

USAJOBS allows you to store resumes that can be used to apply online to government agencies. While
uploading or building your resume, you may wish to remove any personal information, such as social
security number. You may also wish to update your resume(s) before you submit the resume to a
specific job opportunity announcement.

m

If you make your resume searchable, your profile information and all resume information will be visible
to recruiters searching our resume bank. Do not include the following types of information in your profile
or resume: classified information, as defined in Executive Order 13526 (dated December 29, 2009);
Social Security Number (SSN); or other personal or sensitive information you do not wish be made visible
to recruiters.

Resume 1: Human Resources Status: Not searchable
View | Edit | Duplicate | Delete Make Searchable

Format: USAJOBS Resume
Source: Built with USAJOBS Resume Builder

Resume 2: HR2 Status: Not searchable
View | Delete Make Searchable

Format: pdf file

Source: Uploaded from my computer

Resume 32: HR2 Status: Not searchable
View | Delete Make Searchable

Format: pdf file
Source: Uploaded from my computer

Build New Resume » Upload New Resume »

You have created 3 of 5 possible resumes. You are able to upload and store 5 resumes to your My
USAJOBS account.




Here is where you can
upload the any documents.
Transcripts, RIP, PQR,
Drivers' License etc. Click
on SAVED DOCUMENTS.

UPLOADING
A DOCUMENT

My Account
Colleen
Current Goal:

Last login:
10/18/2012 08:32 AM

Change Photo

El e HTED
Edit Profile »

\_&_.‘ Resumes

= Saved Searches .

=" Highlights from USAJOBS

Welcome to the new USAJOBS! If you are an existing user, please take a few minutes to review and
edit all your profile information for accuracy, as it has been transferred to a new system. While you
are there, check out some of the new profile questions. Having a completed USAJOBS profile will
help you:

+ Save time during a job application

+ Get your resume discovered by recruiters, if you opt to make your resume searchable

+ Customize your search experience

‘4 Saved Jobs a

‘ Saved Documents ~

USAJOBS allows your application for employment maximum flexibility by giving you the ability to
have up to 10 attachments along with your resume such as: DD-214, SF-15, SF-50, OF-306,
Transcripts or other types of documents.

Document 1: «&®, Other - appraisal Date Uploaded:
= View | Delete 10/4/2012

Document 2: «Z8, Other - Resume Date Uploaded:
= View | Delete 10/18/2012

Upload Documents

Dlazca antar 3 nama far thic attarhmant( 10N charactare mav)



UPLOADING
A DOCUMENTS

Scan the document to your e

desk top, name the SO
document. UPLOAD —
DOCUMENTS : PLEASE ENTER Bt R
A NAME OF THIS

ATTACHMENT. DOCUMENT SR

TYPE Drop Down choose one. e

BROWSE: Choose Desktop;
Find your document choose
the document

¢

i e ._lg.‘

g P e —



Click UPLOAD

UPLOADING DOCUMENTS ON
USA JOBS

o
R \ Saved Jobs a
= Resumes o

‘ Saved Documents +
Saved Searches 4

USAJOBS allows your application for employment maximum flexibility by giving you the ability to
have up to 10 attachments along with your resume such as: DD-214, SF-15, SF-50, OF-306,
Transcripts or other types of documents.

Document 1: «Z8. Other - appraisal Date Uploaded:
= View | Delete 10/4/2012

Upload Documents

Please enter a name for this attachment(100 characters max)
*|Resume

Document Type: Select Document:

|Other ;I *|C:\Users\colleen joseph\D  Browse...

You have saved 1 of 10 possible documents.



UPLOADING DOCUMENTS ON
USA JOBS

Once upload is complete the - —
https://my.usajobs.gov/Applicant/MyAccount/Home
. . (¢ ST " x
document will be listed as * - oot Lo | Qv © oo
W.\- K Fecebook ~ DD 2 Amazon (5 YouTube [[] 17° Camden. NJ ~ Eg News ~ ]~ %, Options ~

x [Q-

seen h ere. YO u can h ave u p #) Home - Search Jobs < My Account - Resource Center

to 10 documents. USAJOBS e

Go to USAJOBS to USA e | Highlights from USAJOBS

Sz Welcome to the new USAJOBS! If you are an existing user, please take a few minutes to

Current Goal: review and edit all your profile information for accuracy, as it has been transferred to a new
system. While you are there, check out some of the new profile questions. Having a completed
USAJOBS profile will help you:

M My Account - Home

| Sign out =

What:

m

Last login: « Save time during a job application
10/18/2012 02:54 PM « Get your resume discovered by recruiters, if you opt to make your resume searchable
Change Photo » Customize your search experience

Y saved Jobs «

-
=) Resumes a
'_ Saved Documents +

@

Saved Searches « ]
USAJOBS allows your application for employment maximum flexibility by giving you the ability to

have up to 10 attachments along with your resume such as: DD-214, SF-15, SF-50, OF-3086,
Create a new saved search » Transcripts or other types of documents.

You have created 0 of 10 possible

saved searches. Document 1: «f®. Other - appraisal Date Uploaded:
= View | Delete 10/4/2012
. . Document 2: =Z®, Other - Resume Date Uploaded:
View All Saved Searches = View | Delete 10/18/2012
Document 3: ugm, Other - RESUME Date Uploaded:

= View | Delete 10/20/2012




CREATING A RESUME IN
USAJOBS

At the arrow type in the Position Title
or VIN number. If you do not
remember the Position Title or VIN
number type in the NATIONAL GUARD
in What and NEW JERSEY in Where.

Go to USA JOBS to USA STAFFING
Slides

6 My Aceount - Home - = ntermet Explorer provaded by 1l
@ v M€ rps o ussiobsgov hor =1 8| 4| x| B o

Fle Edt View Favonles Tools Help

i Favortes | g [ Ary Training and Centifi. | Free Hotmail i Getting Started @8 Suggested Saes =

& My Account - Home | | P v B - Loy Pagew Sefeyw Took= @ ™

43 Home search Jobs My Account Rescurce Conter M_——-
USAJOBS o= °
WORK NJ..JV;: AMERICA® - Advansed Search :'R':-dlﬁ"‘ 20 mies =l
My Account
Metanie
Current Goal: new
mpleted
M| Last lo- ?ll‘ b apphcation
E 02/03/2012 08:40 AM eoruber e searchable
Change Photo
Edit Profile  »
~
- Saved Jobs
'\_,. Resumes a
- B Saved Documents «
%= Saved Searches .
' Application Status =
A Intremet | Pretected Meade: O i v |RI0N -

[frsta| v @ @) uswoes-rewmessts || 28 My hecount - Home - .
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