The Federal Resume!

- The federal resume is

longer and more
detailed than a standard
resume.

- It tells the story of what
you have done, how well
you performed and
guantifies how much you
did while performing the
task.

- The federal resume has

certain information that is
required, without it, you
will not be considered for
the job.

- The secret: Follow the

formula of filling in every
line, and you will have
success!



Format by percentages (totaling
100%) or by hours worked (40
hours or less). Here Is a fictitious
example. Let's pretend Bart
Simpson made a resume.



1. Job: Server

Fat Tony’s Social Club

2121 East Street

Springfield, OR, 97777

June 15, 2010 to August 15, 2010

Salary start: $8.50 per hour

Salary end: $8.75 per hour

Hours per week: 15

Contact Supervisor: Yes

Supervisor: Anthony "Fat Tony" D'Amico,
503-666-8888

. Responsibly opened and closed the

social club following safety procedures and
completed these tasks without supervision.

20%



. Developed skills to make high
quality tasty beverages consistently, which
patrons frequently requested. 5%

. Operated a busy cash register with
more than 400 customers per day and was
responsible for counting and balancing the

till. 10%

. Counted inventory and ordered
stock. 5%

. Maintained a clean and sanitary

restaurant, which only failed healthy
Inspections twice. 10%



Here is “Bart's Resume” formatted by
hours worked per week:

Hours per week: 7

. Provided care through grooming and feeding under
minimum supervision. .5 hours

. Managed and exercised three dogs. 5.0 hours

. Communicated with supervisor about the health and
condition of dogs. .5 hours

. Taught three old dogs eight new tricks and four

commands. 1.0 hours
. Received holiday bonuses for exemplary performance.



Use Specific Dates of Employment

- 1998-1999 = NO CREDIT

- 6/99 to 7/99 = 1 month credit

- 6/1/99 to 7/31/99 = 2 months credit

- Note: 12 “full time” months = 1 year of experience
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Always Use Specific

# of Hours In a Workweek

- 40 hours/week = 1 week credit
- 32 hours/week = 80% of 1 week credit
- 50 hours/week = 1 week credit

- 10-20 hours/wk = 10 hours credit (use avg. such as:
“15 hrs/wk avg.”)

- “VARIED” = NO CREDIT
- "PART TIME™ = NO CREDIT



Review the Spelling of Your Resume!
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Basic Tips

“Bullet” style format is easiest to read.
Use no smaller than 10 point fonts.
Make key words stand out (bold/underline/italicized).

Separate multiple seasons of same job as if they're
completely different jobs.

Address every question from the online
questionnaire in your resume.

Be specific and remember to use details that quantify
what you did, how well you performed, and how
much you did.




Specific Tips

oMaintenance Positions
oMake a List:

Otools used (when/where)
Omachines operated(when/where)
Ovehicles driven (when/where)

OGeneral Schedule Positions

oList all computer programs, digital
equipment and office machines that you've
operated.

—



Ability to Communicate in Writing

Wordy Response

oln my time as a student, | have
written many, many papers
and letters which often
communicate terribly complex
Information for the edification
of the readership. | am a good
writer and have no trouble
making sure that what | write
says what | want it to.




Better Response

N As an undergraduate student
at Oregon State University, |
produced nine research papers.

N In my employment with
Banana Split Cookie Company, |
wrote an employee safety plan.
N | have completed two
college courses on technical
writing.

N As asecretary for Wild
West Inc. | created lettersfor the
public and inter-office memos.



Abllity to Communicate Orally

Wordy Response

| am quite capable of oral
communication as | have a lot of
experience in talking to my peers
about a variety of subjects.
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Abllity to Communicate Orally

Better Response

OAs a student at the University of Maryland, | completed
course work in public speaking and Spanish and received
an “A”.

oDuring the summer of 2004, | worked for Ha Ha Tour
Company as a tour guide. In this position | conveyed
information regarding the Nation’s Capitol to visitors from
around the world while riding a Segway backwards and
speaking on a megaphone.

oDuring the summer of 2006 as a department manager for
EyeSream Ice Cream company, | provided daily guidance
to a staff of six employees.
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The Big Tip !

OoYour Resume Is your
opportunity to showcase
your talents.

oBe proud of your work!
Tell your story of what
you can do for the land
agency.



Candidate Selection Process
“Category Rating”

1. Job must be offered to one of
the candidates in the best
scoring category.

ONE POTATO, 70 FOTATE ) |
THREE POTATO FOUR...

2. Thisiswhy a detailed
resume & strong supporting
documents are so important!

3. Can’t be considered unless
you’re one of the top scoring
candidates.

A TR 74 k
Having namowed the field of candidates to three, |
personnel goes through the final selection process.:
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The Last Hurdle!

The Interview Stage

ANY CHARACTER REFERENCES
Ao OTHER THAN

MF $0CK]




L
Federal Supervisor’s Hiring Criteria

Supervisor View of Selection Tools

Work Experience

w
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Education Level

Reference Checks

College Major

Pareonicl Recomim. *
College GPA M Rely on When Making
# Hiirig Decsions
College Reputation Beliove Is o Good Prediclion
. of Job Performance
Written Tests

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%
MSPB Study — September, 2005




During the Interview...

1. Provide unigue skills and interests that you offer.

Prepare yourself for a ‘strengths & weaknesses’
guestion & spin it in a positive manner.

3. Write the questions down as asked (helps to stay on
topic)!!

4. Don’t be argumentative.

5. Don'’t speak ill of former employers/supervisors.

6. Find a coworker/friend and practice a mock interview.




Dear John/Jane letter
What to do now?

OYou know... the
letter that says,
“Thanks, but
we've hired
someone else”.
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Don’t Give Up!

oPhone the Personnel Office and ask them how you scored on
the ‘Certificate of Eligibles’. This will give you an idea of the
quality of your application.

OReview your resume and look for areas of improvement.

oConsider taking on work assignments & training courses to
strengthen and improve your marketability!
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Federal Land Agencies that Hire Youth




Good Luck in Your Job
Search!






Says here that
you're a professional
"Booger?"

"Blogger."




2013 Summer Job Opportunities




USAJOBS NAVIGATION

Getting to the webpage:



https://www.usajobs.gov/
https://www.usajobs.gov/

Searching for a Job

What and Where 77
Use these two options to search for job openings . Use
keywords such as: /or
For a location use city: /or state:

USAJOBS

"WORKINGWFOR AMERICA"

Advanced Search

For a more detailed search



Review the Vacancy Announcement

Read the ENTIRE announcement- all 5 tabs.

i Fovorites | o () Suggested Sites v [B] Web Slic
- 8 it v archivesgov).. | B USAIO0BS - Search Jobs X

Search Jobs 4 My Account 4 Resource Center

USAJOBS

WORK NG W FOR AMIRICA”

__[overview|("Duties | [ Qualifications & Evaluations | Benefits & Other info | [“How to Apply | Goto section of this Job: [=]

Apply Online  »

Print Preview
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(wildermess), G5-0025-05

£Ofthe nteric
Agency: National Park
Job Anncuncement Number: SROC-MORA-13-836230
SALARY RANGL: $16.01 to $16.01 / Per Hour ;Eg:srl‘izll:l?r:‘lr‘.‘:l::k“’;‘pwaw'ni
OPEN PERTOD: Thesrselay, February 14, 2013 ta Wednesday, February 20, Cone

Please do not mail hard copy

SERIES & GRADE: decuments
Harpers Ferry , \

POSTTTION INFORMATION: ] 3 25475
DUTY LOCATIONS: / vatancies in the follewing lecation| usa
Longmire, WA United States w Map - S
Enumclaw, Wi United State Map :}::s:l'm:s A T
WHO MAY APPLY United States Citizens ‘
JOD SUMMARY: i HRINGZN
Experience your America by building a fulfiling career by joining the National Park S 2
National Park Sarvice presarves unimpaired, the natural and cultural :::;\:g::n‘c:r;;enl s
national park system for the enioyment. education, and inspiration of this and future generations. i S
Control Numbe:
Do you want to work and play in the great cutdoors? Become a Park Ranger for the National Park
Park Rangers play an essential rabe m managing the use of park resourees and Lachtating
sitor enjoyment, patrol backcountry areas, provide emergency services, manage wildife/human
interactions on the roadways or in campgrounds, and encourage visitors to develop a sense of
wardsbug lor park re :,

The Seasonal Recruitment Operations Center is currently accepting applications to fill up to seven
Lemperary posibans al Mount Raneer Natsonal Park, Washington, Appontments made under th
rsnaany nik e hnted to 1039 hou x months) in a serace year and may be bermmated at
any time. Appointments under this announcement are ebgible for extension if workload and funding
allow. Individuals selected under this vacancy announcement are eligible for rehire in subseguent

- My 3012
I Internet | Protected Mode On




R USAIORS - Create An Account

o) Suggested Siles ~ ] Wek Slice Gallery =

4 Search Jobs 5 My Acoound : SIGN 1N 8 CHEATE

USAJOBS

“WORKING

FOR AMERICA™

Create New Account

Welcome to USAJOBS!

USAIGRS w the official job site of the LLS. Fe il Goyesnim
It's your one-stop source for Fe and employmant inl

With your new account you'll ba ahle to:

Busdd and store up to fve LEET L TE * Leawn how to ue ISAINES

Save and automate job searches = Leam about the Federal hiring process
Save and apply lor jobs = Dwze speaal heng programs
Search by Agency, Occupation, Location.., = See which jobs are in demand

Apply to Federal Agencies

Requirad information

Email

Confirm Emai

What is your email format preference? Seme email providers block HTML messag:

ensure your emals go through,
HIML @ Text

Be advised that anly ane account can be ceeated for cach email address. Be sure the
email account you use is only accessibile by you and Uhe email account is progrery
secured.

Usermamie s between U and 20 characters
including at lrast ane number and poe
Ietter, Do NOT use the @ sign.

Terms and Conditions

AN ACCOUNT

SAJOBS

All of your job
application
materials will be
kept here.



My Account

One place for:
Resume
Upload Transcripts

Check on Status of
Positions




Upload Transcripts

+ [ @ v Pagev Safety~ Took~+ @~

Inbox a

Saved Jobs .

ﬂSaved Documents ~

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

Document 1: 4. Transcripts - transcripts Date Upload
" View | Delete 2/18/2013

Upload Documents

Please enter a name for this attachment({100 characters max)

Document Type: Select Document:

| Cover Letter B

You have saved 1 of 10 possible documents.

Application Status «

Site Map ntact Us  Help/FAQs  Privacy Act and Public Burden Information FOIA  About Us

This is a Unit tes Cffice of Personnel Manage it website.
USAJOES is the Federa| Governma official one

10:46 AM
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Questions for Navigating USA JOBS?

Scroll down for contact info.

An enriching summer
experience

New skills
Friendships

e Working in a National
| Park!!







Student Conservation Association

g Jm - Provides college and high school- aged
WP *This was far betier than amthing members with hands-on conservation
| el hisve aver axpected.” . o, . . .
o s, e Cocnlor service opportunities in virtually every
Arcio, Earstl ord Yoo Flals Reiuges
SCa  Find expense-paid inlernships at thESCﬂﬂl’Q
3 College Credits
The world
is calling,

Answer it jeet
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