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https://www.careeronestop.org/Veterans/JobSearch/FederalHiring/federal-resume-tips.aspx
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https://www.usajobs.gov/help/how-to/account/documents/resume/build/
https://www.linkedin.com/company/oash
https://www.hhs.gov/careers/how-apply/how-apply-hhs-student
https://www.usajobs.gov/help/how-to/account/documents/resume/build/
https://www.vaforvets.va.gov/docs/Resume_Building_Guide_01062012.pdf
https://www.usajobs.gov/notification/events


Name

Address

Phone

Email

Veteran’s Preference Status

Clearance (If Any)

Citizenship

QUALIFICATIONS: Put a few bullets here stating anything you want an employer to know right away—

languages you speak, training this is required for the job, special skills you have, systems you are familiar 

with, etc. Use only things that are related to the position you are applying for. 

For example:

• Experience with training for groups of 30 and above on technical topics including firewall installation 

and information security protocols.

• Fluent in Spanish (speak, read, write)

EMPLOYMENT HISTORY: This is where you list your jobs, starting with the most recent first. It’s easiest 

to do in bullets or paragraph format—USAJOBS recommends paragraphs due to formatting if you use their 

resume builder, but you can upload resumes built in Word, too. For your hard copy, keep the header format, 

and then list tasks and accomplishments in each job. Always use a lot of detail—how many people did you 

assist? How long were you there? How big was the organization? Were you responsible for a large grant 

portfolio? And remember—spell out acronyms. Once you have your hard copy set, you can upload it or can 

cut and paste it into various employment websites.

DATES (most recent first, month and year to month and year)

TITLE, EMPLOYER

LOCATION

SALARY, HOURS PER WEEK (FULL OR PART TIME)

SUPERVISOR NAME, PHONE NUMBER (optional, but consider if you want this person contacted 

as a reference)

• Do not just copy your position description or performance plan but show how you added value 

while doing those tasks.

• I conceptualized and implemented a streamlined employee onboarding process which saved 

my organization $100,000 per year in administrative costs.

• Include details.

DATES (most recent first, month and year to month and year)

TITLE, EMPLOYER

LOCATION

SALARY, HOURS PER WEEK

SUPERVISOR NAME, PHONE NUMBER

• This is what I learned/improved/participated in while I had this job

• This is why the job I was doing was important and what impact it has

• I did a lot of work but not only that, I went above and beyond—here are some more examples.

EDUCATION AND TRAINING: List schools you went to with degrees conferred (state that they were or 

if you just took courses), specialized training you took, certificates you earned. Start with the most recent 

or the most significant.

PUBLICATIONS: This is important to research/scientific positions. List in order of authorship.

AWARDS AND RECOGNITION: List any citations, medals, ribbons, awards, letters, etc.


