
TIPS ON WRITING A FEDERAL RESUME

If you're searching for a job in the federal government, you're going to need a resume different from the norm. Writing a
resume that gets results is tough. Writing.

A good federal resume should clearly outline your key work, volunteer experiences, academic
accomplishments as well as extra-curricular activities. Following are a few ways to make this easier. Use
numbers to highlight your accomplishments Use numbers, percentages or dollars to highlight your
accomplishmentsâ€”you can find this information in things like your performance reviews, previous job
descriptions, awards and letters of recommendation. Remember Review the job announcements carefully for
key words. Series and grade or equivalent if a federal position If the position has an education requirement or
you are qualifying on the basis of education, you need to list your education history including the type of
degree and your major of study. This helps agencies determine the amount of experience you have with that
particular skill. Once the hiring agency has determined who is qualified, they may use other assessments such
as interviews or testing to determine the best qualified applications. Remember, human resources specialists
might not be familiar with your career field. Use reverse chronological order to list your experienceâ€”start
with your most recent experience first and work your way back. It should also highlight the unique skills that
set you apart and make you uniquely qualified for the position. If you do the process right, you should
consistently get to the hiring manager. Include the occupational series numbers and the starting and ending
grades of the federal government positions held. This can tell you more about expectations for the job and also
helps you find similar jobs to apply for. If you are not near a Military Transition Center, you may use the
services at Transition Assistance Offices operated by the other military services. Jobscan helps automate this
process to make it go faster, letting you identify the most important keywords and skills. Minimize the use of
technical jargon or specialized terminology e. When tailoring your resume, focus on the requirements section
of the job announcement. Your positive attitude and genuine enthusiasm goes a long way. Relevant work
experience. This is easy to do when you include your results, achievements and accomplishments. Note:
Academic curriculum vitae typically do not include enough information for a Human Resources professional
to determine if you meet minimum eligibility requirements. Organize your resume to make it easy to
understand You need to organize your resume to help agencies evaluate your experience. Salary Despite the
controversy over disclosing prior pay in the private sector, salary is commonly included on federal resumes.
Chronological resumes work well if your career has been progressive and you plan to continue in the same
line of work. You can use tables and columns in your resume, but be sparing with them. Please review the
qualifications section in the job announcement closely and directly address the education, skills, and
experience required in your resume. This job description contains far more than the basic list of
responsibilities and requirements of a private sector job description. Functional resumes work well if you are
contemplating a new career, do not have a lengthy work history, or have held a number of different positions
because they sell your abilities based on the skills you have acquired throughout your career.


