lt"s Fall...

Time to find afederal job or internship




Restmes

Trraditional vs. Eederal
Traditienal Resume
General |0 you are applying fior.
Past work experience
Sell your skills

Federal Application
Separated In Federal Resume and the KSA Essay
[Federal Resume (Spec. job, work, & gqualifications)

KSA Essay (Specific questions or an essay Where
you sall your skills)




Federal Resumes

JOB INFORMAION
Applying for a specific position. No such thing as
generic positionsin the Federal Government.
Use |ob anneuncement numiber (11 available)
List joltitle and pay grade you are applying for.
ifi thejob-has Sspecific subcategories or fieldsof
work, list which categories you are interested in.
Key word: BE SPECIFIC




Federal Resumes

PERSONAL INFORMATION

EUll" name

Mailing address wi/ zip code

Day & eveniing phone nUmIErs.

Social Security Numiber

Country of citizenship (most federal jobsreg. U.S.)
\/eteran's preference (attach documents of proof)

If previous federal employment, Reinstaiement
eligibility: and highest civilian grade held.




Federal Resumes

EDUCA IION
Highi Schoeol

Name, city, and state (zip.code, Ifi Known)
[Date of diploma or GED
Colleges or Universities
Name, city,-and state (zip code, Ifi known)
Majors (Type and year of any degrees recelved)
If-no degrees, indicate total credits & semester system.

Send transcripts only If the vacancy announcement
reguestsit.




Federal Resumes

WORK EXPERIENCE

Glve infiormation on both paid & unpaid werk
Job Title
Duties & accomplisaments
Empleyer's name & address
Supervisor's name & telephone numiber
Starting & ending dates
Hours per week
Salary recelved

Indicate If they may contact yeur current SUperVisor




Federal Resumes

OTHER QUALIEICATIONS

Joh-réelated training courses (title & year)
Joh-related skill's (jprofessional)

Examples: languages, software/haraware, teols, etc.
Job-related certificates and licenses (title & year)
Joh-related honors, awards, and special

accomplishments (give dates)

Examples. publications, memberships in prefessional or
honor societies, leadersnip activities, puklic speaking, and
perfermance awaras.




Federal Resumes

Things NOT te put in a Federall Resume:

References (most agencies have application fiorms
you must fill out that will contain these)

Knowliedges, skills, and anilities that do not directly.
categorize as professional work-related skills, such
as aspirations,.goals, and personal’ skills (that s
what the KSA essay IS for)

No “fluff”... get to the point.

Exceptions; |t the agency specifically: asks for
these, then put them in.




Federal KSA [Essays

Knowledges, SKills, & Abilities
Thisiswhere you really get toisall yourself
Clarify: any: skills, abilities, or knewledges you have
Emphasize mostly personall skills on the KSA

Usuall KSA fiormats:
A-Series of Questions
A “Tell usabout yourself” essay
An“ Essay of interest”




A ceries of quesiions
erlude cjuestion, Tollowed ny answer

. eep answers in snort paragraons (100 wordls)

A Fiell us aoout yourse i essay
Beacrgrourcl risiory essay — Tell thern whno you are
Usuzlly 2 page or two in lengin (500 to 1000 wordls)

J .21

Ar ¥ Essay of Irierest”
Tell wry youtning you oelong In tne joo ositiorn
Usuzlly avpage or two In lengin (500 to 1000 words)



Discover ineiltle of tne posltion you' re

200l ving for

Use USAJOBS.corn, out elso apply direcily

10 Excepied Service Agencles



=ICILIrInc Wzt you're worir)

Degrea Wiin no e<p = gsH
Degrea wiin experiernce (or 2.0 Jr)r\> s/

Mester degrezin the correct fleld or 1 yr
speciallzed experiernice (or comomcl_uom) = (<Y

TN

PriD or 3 year graduatelevel ccluceation Ir1ine

sarne fleld or meaicning specialized experiernce

= gl
Irnporiarnt corcepi: Soeciallzed experience.



W nat cdoss It rmean?

"Trnereisrezlly no cut and dry answer to this. The best tning for the stucleris or
anyoocy aoplying for e position witn the edered QJ/ rnrnert 1sto ook et the
I Uties and the r]lJergcm ors of the gositior.. These are boin listed on the
announcernent, Generally the qualifications vle go sorneining livetris (f
1L position)... Orw eer eq|Uivalent to the GS-9, thisis experience doing, "A", "B",
nc " C". The carne type of Inforrmztion snould pe licied intne duties, o, I
ha\/e oerforrmed tne duties as listed or feel they nave perforrmed duties ‘theL are close

the et uv,J lent of whet's listed then they <nould apply. Tnelr application should
ect thet they nave perforrmed | 'n sec |
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uties <0tz whnosver reviews ire
apol]ca']on celn see exactly wret they nave done, Inaddition, alvizster's degrez will
(uzlify tnern for most GS-9's and a Bacnelor's degree witn et GRA of 3.0 will
cuzlify tnern for e GS-7, J'r'r ney trir tney ey cuzlif / ney snould apoly. Thne
worst thei could e loorms Nzl tney get einotice saying ingy dor't qualify. Flope
this nelps you out.”
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VWAL s your tlile?




Hlow o Use US

Apply

AJOBS,

Ccorr)



Q) O

2J Creare Searcr Agents

j

l2*MyUSAJOBS" puiton

‘.]C} ne*Menzage Agenis” lin
lici ® Crezie New Agent”
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3. View Searcn Agent
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Pely closetiention to trelr instructions (rrzwe

Suornit resurne or OF612 (25 reciuired)
Dreift response to .SA s T any
IT you nave uestion, look for e corltact person

IT you crezie airew resurne or cover letier for
tne poslilon, save it on USAJOBS systern for
fLItUr

(13
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Wizt to do wner inere s e contact person listed (onone or e
rrizil)
Fesurne vs, OF 612 appliczai]or)
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. SA's don't reglace cover letiers (rere sure yoL
m

Sorne agencies require specific resurne formzets (e sure to
CRECK LD O wWhno Yol aoolying o)

—c
~

Earnole: RESUMIC formet rec). by VA, Dept, of Deferize,
aricl tne Alr Force,



l_'\

cepied Service Agencles

Flavetner owr niring process, procedures anc quealificaiions, ou <nould
aoply to thern clirectly:



