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We will discuss…

• Federal Hiring Process

• Resume Basics

• Steps to a Successful Federal Resume

• Do’s and Don’ts 

• Questions
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Federal Hiring Process (Competitive Service)

• Application Process:
• USAJOBS (www.usajobs.gov)
• Submit Resume and Supporting Documents
• Complete and Submit Online Vacancy Questionnaire  

• Understanding the Evaluation Process:
• Category Rating 
• Equal Employment Opportunity 



U/FOUO//LES

Resume Basics
• What is a Resume?

• Marketing tool to set you apart from 
other applicants

• A tool to demonstrate you meet the job 
qualifications

• Resume Basics
• List your contact information
• Describe your professional and 

educational backgrounds
• List your employment history by dates
• List your skills and abilities
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Resume Basics
Federal vs Corporate Resumes

Limited length:
1-2 pages

Content/Structure:
More concise/Bullet points

Qualifications:
Flexibility

Unlimited length:
3-5+ pages

Content/Structure:
More detailed/Small 

paragraphs 

Qualifications:
Must meet all

Resume Format:
Creative

Resume Format:
Traditional/Chronological
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Resume Basics
Federal Resume Structure

• Basic Information: Legal name, contact information, citizenship, 
veteran’s status, Schedule A candidate.

• Work Experience: Employer’s name and address, job title, start and end 
dates of employment, average hours per week, salary, 
duties/responsibilities, key accomplishments.

• Education: Name of University and location, degree level attained, 
Grade Point Average (GPA), Graduation Date or Expected Graduation 
Date (EGD). Relevant Training/Certifications: Name of Institution and 
location, Title of Course/Certificate, Date of Completion. 

• Professional References: Reference name and phone number.

• Skills: Skills related to the job, including technical and language skills.

• Performance Awards: awards names and year awarded. 
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Resume Basics
USAJOBS’ Resume Builder (www.usajobs.gov)
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Steps to a Successful Resume

Gather 
Information

Describe 
Duties

Utilize 
keywords

Describe 
Accomplishments

Tailor Proofread

31 2 4 5 6
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Steps to a Successful Resume

1. Gather Relevant Information
• Current job description, performance 

evaluations and awards.

• College transcripts and supporting 
documents.

• Volunteer experience counts!

• Search USAJOBS and identify 
potential job announcements. 
Information to look:

• Duties
• Requirements
• How You Will Be Evaluated
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Steps to a Successful Resume

2. Describe your Main Duties
• Daily responsibilities and work activities.
• Use action words.
• Clearly explain your abilities, actions and 

expertise. 

3. Utilize Keywords
• Use industry specific terms and words.
• Use keywords as headings.

4. Describe your Accomplishments 
• Results you have achieved at work.
• List awards for performing above average.
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Steps to a Successful Resume

5. Tailor your Resume to the specific vacancy 
announcement 

• List examples that relates to the qualifications, 
requirements and competencies of the job.

• Make it obvious that you are a match!

6. Proofread your Resume
• Check for errors.

• Ask a friend or colleague for feedback.
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Do’s of a Federal Resume
• Chronological Resumes: List work 

experience according to date, with 
the current job appearing first.

• Add your supervisor’s name and 
contact information.

• Highlight your skills by organizing 
your work experience by the skills 
you have used on the job. 

• List your accomplishments. 

• Be sure to include relevant volunteer 
experience.

• List your educational credentials.
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Don'ts of a Federal Resume

• Don’t stick to just one page.

• Objective statements are not important.

• Don’t share sensitive or discriminatory 
information.

• No profile photos. 

• No irrelevant experience.

• No acronyms or vague statements.

• No lies. 
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Contact Information

Recruit080@usss.dhs.gov 1-888-813-USSS (8777)

Visit 
our webpage @

www.careers.secretservice.gov

United States Secret Service 
Outreach Branch
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Thank You for Joining Us!
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