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South Central Civilian Personnel Operations Center

Job Application Procedures

INTRODUCTION
The South Central Civilian Personnel Operations Center (SC-CPOC) is committed to meeting the needs of its customers through innovation.  To ensure that every referral list represents highly qualified applicants and to ensure that all applicants receive maximum consideration for job opportunities, the SC-CPOC uses an automated system to refer applicants for employment opportunities. Resumix is the automated inventory and referral system the Department of Army uses which employs Resumix( computer technologies.

The automated referral system (Resumix() is a patented skill extraction system to read your resume.  Through the use of this technology, the SC-CPOC will be able to quickly and accurately extract and store information contained in your resume and supplemental data.

Why is this important to you?  As an external candidate, with just one properly prepared resume, the SC-CPOC can consider all your skills for many jobs.  You are no longer required to submit a separate application for each vacancy.  Once you have one resume on file, you need to only self nominate for vacancies.  See page 26 for instructions on how to self nominate.

If you ever submit an updated/changed resume, it will be used to replace the previously submitted resume.  It is recommended that you only submit a new resume when there is a significant change in your work history, education or personal data.  Page 25 discusses when to make resume changes.  

NOTE: A few activities serviced by the SC-CPOC are not using Resumix.   Read the vacancy announcement to identify the recruitment process being used to fill the vacancy.
WHAT IS A RESUME?  A resume summarizes your past work experience that is relevant to jobs for which you may be applying.  It is a resume that can be used for any job for which you may have interest.  You no longer need to submit a separate resume to “fit” each vacancy announcement.  Your skills and experience should be fully expressed on your resume.  This resume on file in our RESUMIX database will be used for all vacancies you may self-nominate against.

HOW DOES RESUMIX WORK?  RESUMIX is a two-step process.

First, prepare and submit your Resumix resume so that it is entered and stored in the database.  It is advantageous to prepare and submit your resume before self nominating to ensure consideration.

Second, self-nominate against any Resumix vacancy announcement for which you may have interest.

INTERNAL APPLICATION – WHO MAY APPLY

Under the South Central CPOC’s Resumix system you are considered an internal candidate and should use the procedures outlined in this document if you are:

· a current, competitive service, permanent Department of the Army (DA) employee serviced by the SC-CPOC. or

· a current permanent VRA DA employee in an office serviced by the SC-CPOC.  

Our internal source codes for use as an internal candidate is INTSC
EXTERNAL APPLICATION – WHO MAY APPLY

Under South Central CPOC’s Resumix program, external candidates include 

· Department of the Army employees not serviced by this CPOC, 

· Department of the Army employees serviced by the South Central CPOC who are not internal candidates, 

·  and 

· applicants eligible for competitive status or noncompetitive status appointments.

If you are an internal candidate who is also eligible for referral consideration under an external appointing authority, you may apply as an internal candidate and as an external candidate.  You will also need to include responses to the Supplemental Data Questions at the end of your resume.

GENERAL INFORMATION
This Job Kit is a guide to the application preparation process for General Schedule (GS), Wage Grade (WG) and other Federal Wage System employees.  This includes employees included in Demonstration Projects, as well as others applying to work for the Federal government.  This guide contains information to aid you in successfully completing your resume and applying for positions.  You may also obtain filing information from the Civilian Personnel Advisory Center servicing positions for which you desire consideration.

To avoid possible disqualification of your application, please read the information provided in this kit.

Only resumes are accepted for vacancies filled under Resumix procedures.  The SF-171 and OF-612 are not accepted under Resumix procedures.  Previous local announcement forms and procedures will no longer be applicable.

Additional information, such as DD-214, transcripts, etc., other than what is requested, should not be submitted.  Additional information not requested will not be considered, will not be retained in this office and will not be returned to the applicant. 

ANSWER

You can monitor the status of your self-nominations and view your resume via “Applicant Notification System Web-Enabled Response (ANSWER)”  on-line response tool. You can access ANSWER via CPOL homepage at http://www.cpol.army.mil.  Once at CPOL, click on “Employment”, then “ANSWER.” You will have to establish your own ANSWER account (User ID/Logon and password) prior to accessing your information.  If you prepared your resume using Army’s Resume Builder, the User ID/logon and password applies to ANSWER also.

Please note that South Central CPOC vacancies that closed on or before August 14, 2002, you can monitor the status of your self-nominations and view your resume via the on-line response tool “Resumix( On-Line Applicant Response (ROAR).” You can access ROAR via our home page through Department of Army (DA)’s CPOL homepage at http://www.cpol.army.mil.  Once at CPOL, click on “Links”, “Regional Homepages”, “South Central Region”, “Tools”, and then “ROAR.”

HOW THE AUTOMATED SYSTEM WORKS: Your name, address, education, and unique skills are extracted from your resume during the scanning process.  The contents of your work experience(s) are used during this referral process.  

Resumes of competitive candidates (Applicants seeking higher grade than currently or previously held) are further screened against skill criteria to ensure that only the best or highly qualified competitive candidates are referred for consideration.

Some vacancies require a selective placement factor.  These factors are used as a screen-out process whereby you must possess this skill or ability in order for your resume to be further considered during the referral process.  Examples of selective placement factors include but are not limited to Proficient Typist (40WPM), Welding Certificate, Professional Nurse Registration, etc.

BASIC QUALIFICATIONS: Applicant resumes are reviewed for basic background requirements prior to referral.  However, detailed eligibility and qualification determinations are only made on the applicant(s) selected.  Selected individual(s) are required to fully meet the qualifications outlined for positions and will be required to provide supporting documentation (i.e., Member 4 copy DD-214, college transcripts, SF-50, etc.) to the servicing CPAC prior to the job offer. The Office of Personnel Management’s (OPM’s) Operating Manual: Qualification Standards for General Schedule Positions is available for review on the web at http://www/opm/gov. Once at OPM’s web site, click on “References”, then click on “Qualification Standards Operating Manual” (http://www.opm/gov/qualifications.)

TIME-IN-GRADE/TIME-AFTER-COMPETITIVE APPOINTMENT (TIG/TACA): Applicants must meet the time-in-grade and time-after competitive appointment requirements.  Time-in-grade (TIG) requirement is 52 weeks at the next lower grade level in the normal line of progression of the occupation.  Applicants must meet TIG requirements as specified by the applicable merit promotion plan (see vacancy announcement for specific time-line.)

Time-after-competitive appointment (TACA) regulations state that no employee may transfer or be reassigned within three months following the latest appointment from a competitive list of eligibles (OPM or DEU).  Exception: assignment to a position at the same or lower grade, in the same type of work, and in the same geographical area.  Applicants must meet TACA requirements at the time of referral for a vacancy.

HOW TO APPLY
The job application process requires a Resumix formatted resume.  Only resumes submitted in Resumix format will be accepted.

All applicants are required to complete a supplementary sheet (Supplemental Data; page 30) and if you choose, optional supplementary sheet that will be used for statistical purposes.

Your resume is limited to three (3) pages, not including supplementary data.  Once your resume is received, it will be electronically entered into our automated computer system and a profile of your qualifications and skills will be stored. 

You may submit your resume by:

· Using the Department of the Army Resume Builder (preferred method).  Go to the CPOL home page at http://www.cpol.army.mil.  Click on “Employment”, then click on “Army’s Resume Builder.” 

· email to sc.resume@cpocscr.army.mil 

· hard copy via regular mail 

Upon submission of your resume through the Army’s Resume Builder or through email to the South Central CPOC, you will receive an electronic notification of receipt of your resume.  This only acknowledges receipt and does not indicate acceptance of your resume within the system.  If your resume is rejected for any reason, the reason will appear in ANSWER. 

RESUME FORMAT GUIDELINES: Since we are using an automated system, it is important that your resume be “machine readable” or “scannable” (Resumix format).  To maximize the computer’s ability to read your resume, provide a clean, typed, spell-checked resume and use standard size paper.  If you deviate from the tips provided in this job application kit, the system will have a difficult time focusing on the information that you want to present and may result in your resume being not retained for processing.  A scannable resume maximizes the computer’s ability to “read” your resume and maximizes the computer’s ability to “read” your resume and properly extract and store information on your skills, education, training, etc.  Keep in mind that only resumes in Resumix format will be processed.  Resumes in a fancy style (Such as that used for private industry) will not be retained for processing.

PREPARING A RESUME

RESUME CONTENT

The development of a resume is an important task.  You should start by thinking seriously and carefully about your personal job and advancement goals for the immediate future.  Concentrate on narrowing your scope of interest to that most sought-after position or those very few positions in which you feel your career would be best enhanced.  Be logical and realistic.  Set reasonable, yet potentially attainable goals for yourself.
The resume you prepare is not intended to be the “working life history” found on the SF-171’s previously used to apply for Federal positions.  The only experience you need to include on a resume is that experience which will directly contribute to the attainment of your next personal promotion or career objective(s).  

For example, if your goal is to become a GS-0809-09 Construction Representative, it is not necessary to outline the experience you had ten years ago as a GS-4 Clerk-Typist.  Your ability to type correspondence and file documents will add nothing of value to your qualifications for a GS-0809-09 position.

Limit the experience included on your resume to that which is fairly recent (no more than the last five years, unless you acquired specific skills or experience prior to the last five years that is pertinent to your immediate career goals) and which directly supports your qualifications for the range of higher graded positions for which you seek consideration.

Focus your resume on defining and identifying all key and meaningful skills you currently possess which support and demonstrate the knowledge and proficiency you already have in the field you want to enter or the job(s) you would like to have.

Prepare one, quality, comprehensive resume that can be used to apply for all positions in areas you are interested in.  Once your resume is in the database, you will not have to submit another one unless you have significant changes or new skills to add.

You should describe your experience and the skills you have in a straightforward manner.  Avoid using “flowery” language and refrain from only action verbs.  

For electronic scanning purposes, skills are generally and most effectively portrayed by using nouns.  

The following are examples of skills:

Clerical/Administrative 
Wage Grade             
Word Processing, Travel Arrangements, 
Item identification, Loading 

Correspondence, Office                         
methods,  Reports and issue

Management                                         
requests, Bulk, bin and storage

        
locations

Construction Representative                  
Technical/Professional                                   

Construction costs, Design phase, Project        
Project Planning, Methods Planning, Building inspection             
Analysis, Design Systems,  

                                        
Program Administrator

You should describe your skills using terminology generally recognized and accepted in the occupation in which you have experience or in which you are seeking to progress.  

You should be very conservative in using acronyms and abbreviations.  If you use them we recommend that you spell out the term and immediately follow it with the acronym or abbreviation in parenthesis.  

Names for systems or processes in which you are skilled may be used in your resume; 

Instead of describing what your responsibilities were, describe exactly what you did.

Mention the names of any tools, software, or equipment you used, and any specialized knowledge you acquired

Be specific when naming the computer software, types of equipment, etc., with which you have experience; for example, Word Perfect, EXCEL, Lotus 123, PowerPoint.

Describe your experience with specific words rather than vague generalizations.  For example, it is better to use “managed a team of software engineers” than “responsible for managing, training......”.

The automated system has the ability to extract and retain 200 skills from your resume.  This fact is particularly important to remember when you are thinking of specific systems, and processes to include in your resume.  Use only those systems or processes that are current and definitely found in or are related to the positions you want to be placed in.  

Two hundred skills should be more than enough to adequately reflect the key portions of your background, experience, education and training.

Falsification of your resume could result in termination of Federal employment or may be punishable by fine or imprisonment.

Submitting Your Resume

If you are using Army’s Resume Builder:

· Be sure to follow all of the instructions for creating and sending resumes.  Using the Army Resume Builder is a 2-step process: creating the resume, and then sending it to a CPOC.

· Proofread and spell-check your resume
· The Resume Builder on CPOL is not a SC-CPOC tool or product.  Comments, suggestions and user-problems should not be directed to the South Central-CPOC. 

If you are using email:

· Our email address is sc.resume@cpocscr.army.mil.

· Place the word “Resume” in the subject of your email.

· Do not submit your resume as an attachment to an email.  For security reasons, we cannot accept email attachments.  Include your resume in the body of your email.

· Email resumes cannot be longer than 180 lines (To, from and subject line and supplemental data does not count toward the limit).

· The resume and supplemental data must be in the same email.

· Do not submit any supplemental documentation NOT specifically requested.

· Proofread and spell-check your resume

If you are using regular mail:

Your hard copy resume must be able to be read efficiently by scanning equipment which turns the printed page into an electronic format.  Most of the things we do to attract the human eye only get in the way of a scanning device.

· The address is:

South Central Civilian Personnel Operations Center

ATTN:  DAPE-CP-SC-I-R (Resumix Team)

Sparkman Complex, Bldg 5304

Redstone Arsenal, AL 35898

· Limit your resume to three (3) pages.  Resumes more than three pages will not be accepted.  (Supplemental data does not count towards this limit)

· Provide a laser printer original if possible.  A typewritten original or a high quality photocopy is acceptable.  Avoid dot matrix printers and low quality copies.  Handwritten resumes will not be accepted.
· Type with black ink on 8.5” by 11” white bond paper, printed on one side only. Do not submit your resume on colored paper.

· Use left-justify when preparing your resume, not center of right-justify.

· Use standard typefaces such as Helvetica, Futura, Optima, Universe, Times, Palatino, New Century Schoolbook and Courier.  We prefer the Courier font.

· Use a font size of 11 to 14.  A font size of 12 is preferred.

· Use a minimum margin of 1 inch on all sides of your printed resume.

· Do not condense spacing between letters.

· Do not use boldface letters.

· Use capital letters for section headings as long as the letters do not touch each other

· Do not staple, fold, bind, or punch holes in your resume.

· Do not use vertical lines, horizontal lines, graphics and boxes.

· Do not use two-column format or resumes that look like newspapers.

· Do not use fancy fonts such as italics, underlining, or shadows.

· Do not use bullets (().

· Do not submit any supplemental documentation NOT specifically requested.

· Do not expect your resume or any documents submitted to be returned.  If your resume is not scannable, you will be notified with a post card and your resume will be destroyed.

· Proofread and spell-check your resume

RESUME FORMAT

Include the following information on separate lines (double-spacing NOT required) at the top of the first page of your resume in the following order:

Full Name (First Name Middle Initial Last Name)

· The sample resume provides for the basic format (first name middle initial last name) when typing your name on your resume.  However, there are some exceptions to that format.  Below are some tips to assist you if one of the rules applies to you: 

· Names that are hyphenated or punctuated should be typed as-used:

 For example:  Susan A. Howard-Armstrong        or         Michael C. O’Brien

· Titles that follow a name should be typed at the end of the name.  (Please note that commas are used in this format.)  

For example: Susan Armstrong, MD          or           John H. Jones, II

· 8ast names that contain spaces should use the following format (first name, middle initial, last name).  Please note that commas are used in this format.  

For example:  John R. Van Fossen.   or      John R. Van Fossen, MD

· Home Mailing Address (Include street, apartment number, city, state and zip code.)

· Home Phone with Area Code

· Work Phone with Area Code

· DSN Phone Number (Digital Switched Number – Military Phone # if applicable.)

· Social Security Number (Do not insert dashes between numbers.)

· Source Code (Source Codes are listed on page 28 of this kit.)

· Highest Permanent Grade Held (Include Pay Plan, Series, Grade, To and From Dates. -- Dates should include month and year)

· Typing Speed (Number of words per minute (WPM) you can type); if appropriate for your career goals.

· Steno Speed (Number of words per minute (WPM) you can steno); if appropriate for your career goals.

Experience Section: When describing duties, be sure to include:

· Start and end dates (month and year).  Describe the current position first.

· Hours worked per week (HPW)

· Position title (Civilian, private industry or military job title)

· Pay plan, series, and grade (if Federal civilian position; if military position provide rank)

· Current salary

· If experience entry describes Federal civilian positions at different grade levels, include month and year promoted to each grade.

· Employer’s name and complete address

· Supervisor’s name and telephone number

· All major tasks (Include in your description any systems you have worked on, any software programs you have used, any special programs you have managed, any regulations, directives, etc., used, and any other job-related information you would like to include.) 

· Please ensure paragraphs breaks are made to avoid the appearance of one run-on paragraph of work experience.

Formal Education: If degree completed (e.g., AA, BA, MA), list your major field of study, year degree awarded, and name of college or university.  If your highest level of education was high school, list either highest grade completed, year graduated, or date you were awarded GED.  This is also the section to list completed quarter/semester hours.  Applicants may include their grade point average or GPA based on a 4.0 scale.  

Specialized Training, Awards, Licenses and Certificates: List specialized training, including government-provided training, licenses and certificates that are pertinent to your career goals.  Include month and year of training and date awarded any licenses or certificates.


SAMPLE RESUME 

John Doe, II

2613 NW Madison Blvd,

Denver, CO  81001

Home: (566) 555-5555

Work:  NA

Email Address: John.Doe@connect.net

SOURCE:  EXT

Highest Permanent Grade Held:  GS-1670-12; Nov 80 - present

Typing words per minute: 45

Steno:  0

EXPERIENCE:

Jan 1996 –  Apr 99. 40 HPW. Equipment Specialist, GS-1670-12, $49,292,

US Army, Ft. Carson, CO  81001, COL Howard, (812) 555-1643. Develop, revise, maintain and manage data for Maintenance Publications, hardcopy and interactive electronic technical manual (IETM), for the AH-64A Apache and AH-64D Longbow Apache aircraft weapons systems, equipment subsystems and related ground support equipment.  Provide advice and assistance, review and recommend approval/disapproval for Engineering Change Proposals, Modification Work Orders, Maintenance and

Overhaul packages, Depot Maintenance Work Requirements and Contractor

submitted data/drawing. 

Perform initial and follow on provisioning of new and established items. Validation/verification of hardcopy draft and IETM changes at contractor and government facilities. Discuss technical aspects of supply and maintenance procedures with Government and contractor personnel. Subject matter expert for provisioning data and Logistics Support Analysis review and analysis on the AH-64A/AH-64D aircraft and subsystem components.


 

Jan 1995 - Jan 1996, 40 HPW, Equipment Specialist, GS-1670-12, $48,120, US Army, Aviation and Troop Command, Someplace, AL, 34455, COL Hightower, (256) 555-4343. Group Leader/Senior Equipment

Specialist on AH-64A Apache and AH-64D Longbow aircraft weapons systems, equipment subsystems and related ground support equipment. Develop. Maintain and process Logistical Support Analysis Records, provisioning documentation and related maintenance management actions for Maintenance directorate as the Maintenance Point with worldwide responsibility for assigned items. Generate requirements and manage data base for Provisioning records and controls including maintenance and technical data, maintenance procedures and data required to develop maintenance and repair levels.  Manage and integrate Logistic Support Analysis and provisioning requirements for the Apache office. Represent the Command in conferences and chair meetings with representatives from industry and other Command elements.  Ensure complete, accurate and timely record processing. Decide best course of action or recommend changes to technical publications, as necessary, submit alternative methods to higher management. Participate in development of Interactive Electronic Technical Manual, validation of new provisioning/systems/tasks. Serve as group leader making recommendations and provide input to supervisor. Set priorities based on Division, Directorate and Command goals.

Oct 1990 - Jan 1995, 40 HPW, Equipment Specialist, Aircraft/Electronics,

GS-1670-11, $43,232, US Army, Aviation Troop A, Ft. Brag, NC 23231, MAJ Bunker, (313) 555-5555.  Develop, revise, and maintain data on AH-64A Apache, AH-64D Longbow and RAH-66 aircraft for maintenance publications. Provide technical input for data calls, provisioning data and contracting provided drawings and data.  Investigate, evaluate and furnish replies to DA Form 2028, Publication Change Requests, PS magazine articles, Soldiers letters and Suggestions.  Provide technical input for initial and follow-on provisioning of new and established items. Review and recommend approval/disapproval of Engineering Change Proposals, Design Change Notices, Depot Maintenance Work Requirements, Maintenance and Overhaul packages and maintenance task procedures.  Conduct conferences and reviews at contractor and government facilities.  Provide matrix support to Program/Weapons Systems Manager for aircraft and related systems.


 

Mar 85 – Oct 90, 40 HPW, Equipment Management Specialist, GS-1601-09,

US Army, Troop A, Ft. Bragg, NC 23231, MAJ Bunker, (313) 555-5555.  Serve as Contracting Officers Representative for Motor Fleet and Equipment Control sections. Act as liaison between the Contracting Officer and Contractor. Provide technical recommendations and guidance. Inspect, monitor and document contractor performance, report deficiencies. Coordinate/make recommendations to Contractor and Contracting

Officer. Recommend approval/disapproval of cost reimbursable parts,

materials and overtime. Write performance work statements, assure compliance with contract provisions. Serve on source selection board for contract award.

EDUCATION:

BS, 1984, Electronics Engineering, 3.5 GPA, The School, UT

SPECIALIZED TRAINING:

CITIS/SLIC2B Application Training, 10/1995, Competition in Contracting Act, 04/1993, Contracting Officers

BEGIN SUPPLEMENTAL DATA

(* Denotes a required field.) 

* Name:  John Doe, II
* SSN:  123-65-9999

* 1.
Citizenship: U.S. Citizen

* 2.
Are you a current Federal civil service employee:  YES

* 3.
Are you a current civil service employee of the Department of Army? NO.  

   4.
Servicing CPOC:  EXT

   5.
Highest Federal civilian grade held on a permanent appointment

Pay plan: GS and grade: 09

Number of months held this grade: 12+

Dates highest grade held (format: MM/DD/YYYY):

From: 04/26/1999     To: present

   6.
If you are currently a Federal civilian employee, please give the date

of your last appraisal (format: MM/DD/YYYY): 12/31/2001

Was this appraisal fully satisfactory or better? Yes

   7.
Period of Military Service (format: MM/DD/YYYY): 

From:   To:  none

From:   To: 

* 8.
Retired Military? No    

Date of Retirement (format: MM/DD/YYYY):

* 9.
Claiming veteran’s preference?  Yes   

Preference Type: 5-Point

  10.
List all special appointing authority that apply:  Transfer eligible

* 11.
Date of Birth:  06/30/40

  12.
Gender (Optional)  Male

  13.
Race and National Origin (optional)  Hispanic

* 14
Work-schedule(s) you are willing to accept:  Full-time

* 15.
Type of employment willing to accept:  Permanent

SAMPLE RESUME 

Iam Applicant

P.O. Box 99999

Fort Bragg, NC

Home:  (011) 555-555555 

Work:  (011) 555-987654 

DSN:  987-1234

Email:  (optional)

Source:  INTSC

Highest Perm Grade Held: GS-1102-14, Nov 90 - Dec 94

Typing:  50 WPM               

Steno:  0  WPM

EXPERIENCE:

December 1994 to present; 40 hours per week; Procurement Analyst, 

GS-1102-12; PWBC, Fort Bragg, NC, Contracting Specialist, APO AP 96222; COL Adams, (555) 555-5555.  Responsible for all contracting policy issues in Eighth U.S. Army (EUSA) including Acquisition Reform, Electronic Commerce and IMPAC. Serve as the alternate PARC when the PARC is on travel. Participated extensively in establishing a Joint Acquisition Review Board, streamlining local contracting regulations.

November 1989 to December 1994; 40 hours per week; Contract Specialist, GS 1102-12; Federal Aviation Administration, Western Region, Mr. Jake Smith, phone number not available.  Responsible for all aspects of a high visibility services contract with a Small Disadvantaged Business. Managed a $65M budget and provided budget information and projections used to defend the program before congress. Developed briefings for the Associate Administrator of the FAA. Reported to a steering committee comprised of division managers from three separate regions. Developed and hosted annual training conferences for the 25 Contracting Officer Representatives who reported to me.  In the middle of my tenure, wrote the specifications and source selection plan for the follow-on contract and served on the formal selection board. Received a great deal of management training and received an award for chairing two quality action teams.

October 1986 to November 1989; 40 hours per week; Supervisory Contract

Specialist, GS 1102-12; US Army Contracting Command , Somewhere, UT, 898989, LTC Scott James.  Served sequentially as Branch Chief of the Services Branch and Non-appropriated Funds (NAF) Branch in a centralized overseas contracting activity. Supervised four teams of contracting officers and specialists both U.S. and local national employees. Contracts were for services and in the case of NAF for supplies, services, concessionaires and minor construction.  Almost every contract required cost analysis and negotiations. Branches retained administration for many contracts that are ordinarily administered by DCMC. Spoke at MWR conferences on NAF contracting principles. Warranted contracting officer with unlimited dollar authority.

August 1983 to August 1986; 40 hours per week; Supervisory Contract

Specialist, GS 1102-12; Regional Contracting Office, Somewhere, IL 434343, COL Butch Hoggleworth. Branch Chief of the Contract Administration Branch of the Regional Contracting Office. Supervised 4 teams of contract specialists including U.S., local national and third country employees. Exercised full successor contracting officer authority in support of six military communities.  During my tenure, defended two of my final decisions before the Armed Services Board of Contract Appeals. Awarded Congressional interest contracts for conversion of Government owned coal-firing boilers to long-range city heat lines. Issued five terminations for default. Responsible for resolving all extraordinary contract claims for the regional office as well as training military offices in the avoidance of irregular procurement. Warranted contracting officer with unlimited dollar authority.

November 80 to Aug 83; 40 hours per week; Procurement Analyst, 

GS-1102-12; US Forces Korea, Contracting Specialist, APO AP 96222; COL Hightower, DSN (315) 555-5555.  Responsible for all contracting policy issues in Eighth U.S. Army (EUSA) including Acquisition Reform, Electronic Commerce and IMPAC. Serve as the alternate PARC when the PARC is on travel. Participated extensively in establishing a Joint Acquisition Review Board, streamlining local contracting regulations.

EDUCATION:

MA, 1978, Chapman College, Orange, CA, Education 3.5 GPA

BA 1975, University of Orange, CA, Mathematics, 3.80 GPA

SPECIALIZED TRAINING

PMT 302, Advanced Program Management Course, 1998

CON 234, Contingency Contracting, 1997

OLE, Organizational Leadership for Executives, 1995

CON 311, Executive Pre-award Contracting, 1995

CON 301, Executive Contracting, 1998

CON 204, Intermediate Contract Pricing, 1981

LICENSES/CERTIFICATES:

DAWIA Certification Level III, Contracting, 1997

DAWIA Certification Level III, Program Management, Pending

AWARDS:

Sustained Superior Performance, 1998

Sustained Superior Performance, 1997

Sustained Superior Performance, 1996

Special Act or Service Award, 1995

Special Act or Service Award, 1994

Sustained Superior Performance Award 1993

Sustained Superior Performance Award 1992

BEGIN SUPPLEMENTAL DATA

(* Denotes a required field.) 

* Name:  John Doe, II
* SSN:  123-65-9999

* 1.
Citizenship: U.S. Citizen

* 2.
Are you a current Federal civil service employee:  YES

* 3.
Are you a current civil service employee of the Department of Army? YES  

   4.
Servicing CPOC:  CPOC South Central

   5.
Highest Federal civilian grade held on a permanent appointment

Pay plan: GS and grade: 09

Number of months held this grade: 12+

Dates highest grade held (format: MM/DD/YYYY):

From: 04/26/1999     To: present

   6.
If you are currently a Federal civilian employee, please give the date

of your last appraisal (format: MM/DD/YYYY): 12/31/2001

Was this appraisal fully satisfactory or better? Yes

   7.
Period of Military Service (format: MM/DD/YYYY): 

From:   07/06/1976 To:  07/06/1980

From:   To: 

* 8.
Retired Military? No    

Date of Retirement (format: MM/DD/YYYY):

* 9.
Claiming veteran’s preference?  No   

Preference Type: None

10.
List all special appointing authority that apply:  In-service Army  eligible

* 11.
Date of Birth:  06/30/1958

  12.
Gender (Optional)  Male

  13.
Race and National Origin (optional)  Black, Not of Hispanic origin

* 14
Work-schedule(s) you are willing to accept:  Full-time

* 15.
Type of employment willing to accept:  Permanent

EMAILING YOUR RESUME

1. Prepare as an ACSII/text file, NOT as an attachment.  

(Note:  Attachments will not be accepted.)  If you are typing your resume in a word processing package, such as Word or Word Perfect, highlight the resume on the screen, then copy and paste it into the body of your email message.

1.  Place the word RESUME in the subject line.  (Note:  The subject line of your email should only contain the word Resume.  It can be typed in lower or upper case.  Please do not type any other heading in the subject box (e.g., Resume for Mr. Smith or Resume Submittal.)

2. Review the resume samples on pages 16 - 23.  Read and follow the “Tips” and “Resume Content” provided in this Job Kit.

3. Email your resume to “sc.resume@cpocscr.army.mil”.

4. Include the answers to the required and optional supplemental forms at the end of your email message.  These do not count toward the three-page limit.

5. DO NOT send your email marked as “Private” or “Confidential”.  This may delay the processing of your resume.  We cannot process resumes marked in this manner.

CONFIRMATION OF RECEIPT: You will receive an automatic response email message when you email or submit your resume to us from CPOL’s Resume Builder.  The only time that you may not receive our message is if you’ve added our address to your email personal address book.  Doing this puts our address in “    “.  This disables our Inbox Assistant and you will not receive our confirmation message.  Recommend that you manually type our email address and do not add it to your address book.
WHERE TO MAIL YOUR HARDCOPY RESUME

To submit a hard copy of your resume, through regular mail, the following instructions are provided:

Regular Mail: Mail your resume and supplemental data unfolded in an envelope 9.5” X 12” or larger to:

South Central Civilian Personnel Operations Center

Sparkman Complex, Bldg 5304

Customer Focused Division

Room 4156
ATTN:  DAPE-CP-SC-I-R Resumix Team

Redstone Arsenal, AL  35898

WHEN TO SUBMIT A NEW RESUME

It is recommended that you only submit a new resume when there are significant changes in your experience or education, such that could result in qualifying for a position that you desire or personal data (Name, address, phone number.)  Only one resume (the latest submission) will be retained in the system at any one time.  

A new resume may be submitted at any time, however IT WILL REPLACE THE RESUME CURRENTLY IN THE SYSTEM.  

NOTE:  Administrative Updates are no longer accepted.  If you need to change your name, address or phone number, please send a new, corrected resume (Don’t forget to include your Supplemental Data responses).

RECOMMENDATION: For proper skill extraction and imagining, it is recommended that you submit your resume electronically.  If this capability is not available to you, a hard copy is acceptable.

WHY DOES MY RESUME HAVE MISSPELLED WORDS THAT I KNOW I TYPED CORRECTLY?  Resumes that are sent electronically are entered into the Resumix database as you send it to us.  Sometimes the formatting may be altered, especially if you try to use bullets or vary from the normal format.  Typically, electronic resumes do not have errors introduced into the text of the resume.

The opposite is true for hard copy resumes.  They are scanned into the database and we use an OCR (Optical Character Recognition; mentioned in the Introduction) system that reads your resume.  If there is dust on the paper or wrinkles in the paper, the OCR will introduce errors into your resume as it converts it to text file (electronic form.)  

COPIES OF RESUMES: SC-CPOC can not provide applicants copies of their resume.  You should keep a hard copy or save a copy on disk for future use or reference.  You can also highlight, copy and paste your resume from ROAR.





“SELF-NOMINATION”

MY “” RESUME IS ON FILE, NOW WHAT DO I DO? Once you have been notified that your resume is scanned or was accepted you will need to watch for Resumix vacancy announcements.  South Central CPOC’s vacancy announcements are posted on the web at: www.cpol.army.mil.  Vacancy announcements are also available in your local Civilian Personnel Advisory Center.  

If your program code/hiring authority is listed under “Area of Consideration” on the announcement and you would like to receive consideration, simply self-nominate against the announcement.  Self-nomination is the process of letting the CPOC know that you want to be considered against a Resumix vacancy announcement.

You may self nominate by submitting the following information:  Name, Address, Social Security Number, Current Pay Plan, Series and Grade, Source Code, Announcement Number, Pay Plan, Series and Grade of Vacancy, the Duty Location of the Vacancy, the Closing Date of the Announcement, and your Work Phone Number.  For announcements covering more than one grade level, you should show all grade levels for which you wish to receive consideration. A self-nomination form may be obtained from your local CPAC or is located on page 30 this kit.

ATTENTION:  You may also self nominate directly from the posted Resumix vacancy announcement on CPOL. This is the preferred method.  Just go to the end of the announcement on the web and click on the “Selfnom” button.  Complete the on-line form and click on “Submit”.

* Please DO NOT click on the “Resume” button located on the vacancy announcement.  By doing so, a new resume is generated each time and submitted to the South Central CPOC. 

The on-line, self-nomination form on CPOL is standard for use by all of the DA CPOCs.  You need not complete the last section of the form unless the vacancy announcement contains multiple positions, grades and/or locations. 



SUBMITTING YOUR SELF-NOMINATION

Self nominations may be emailed* to selfnom@cpocscr.army.mil, faxed to 256-955-9130 or DSN 645-9130, or mailed to South Central Civilian Personnel Operations Center, Sparkman Complex, Bldg 5304, Customer Focused Division, Room 4156, ATTN: DAPE-CP-SC-I-R (Resumix Team), Redstone Arsenal, AL  35898.  

*When emailing your self-nomination, type “selfnom” followed immediately by the announcement number in the subject line of your email. (Example: selfnomS02BK0003214RW9) Do not include dashes, hyphens, apostrophes and spaces)
NOTE:  To be considered, your self-nomination AND resume* must be sent to the SC-CPOC by the closing date of the Resumix vacancy announcment. 

* Note: Do not submit a copy of your resume with your self-nomination.  

If you already have a resume on file in the South Central CPOC’s Resumix database, you need only to self-nominate in order to receive consideration against a RESUMIX announcement.

Once a resume is on file, you need only re-send it (update) when there are significant changes in your experience or education (such that could result in qualifying for a position that you desire) or personal data (Name, address, phone number).  Only one resume (the latest submission) will be retained in the system at any given time. 

CONFIRMATION OF RECEIPT: You will receive an automatic response email message when you email or submit your selfnom to us from the posted Resumix announcement on CPOL.  The only time that you may not receive our message is when you’ve added our email address to your email personal address book.  Doing this puts our address in “    “.  This disables our Inbox Assistant and you will not receive our confirmation message.  Recommend that you manually type our email address and do not add it to your personal address book.



SOUTH CENTRAL REGION SOURCE CODES

INTSC
=
Internal permanent Army civilian employees serviced by 

the South Central CPOC

EXTSC
=
All other applicants (including other permanent Army not

serviced by the South central CPOC) 

South Central

Civilian Personnel Operations Center

Self Nomination

Sparkman Complex, Bldg 5304

Customer Focused Division

ATTN:  DAPE-CP-SC-I-R (Resumix Team)

Redstone Arsenal, AL 35898

Email: selfnom@cpocscr.army.mil
Fax:  256-955-9130   DSN 645-9130

NAME:  ____________________________________________________________________________

ADDRESS:  _________________________________________________________________________

SSN:  _______________________________________________________________________________

CURRENT PAY PLAN, SERIES, AND GRADE:  _________________________________________

(Pay plans, series, or grades should be reflective of permanent positions only; not those achieved                                                          

on temporary promotions.) 

ANNOUNCEMENT NUMBER:  ________________________________________________________

PAY PLAN, SERIES, AND GRADE OF VACANCY:  ______________________________________

GRADE LEVELS FOR WHICH TO BE CONSIDERED:  __________________________________

DUTY LOCATION OF VACANCY:  ____________________________________________________

CLOSING DATE OF VACANCY LISTING:  _____________________________________________

WORK PHONE:  _____________________________________________________________________

Your self nomination may be emailed, faxed, or mailed to the SC-CPOC.  Please make sure that your nomination is received by the SC-CPOC by the closing date of the announcement in order to receive consideration.

REQUIRED SUPPLEMENTAL DATA 

SUPPLEMENTAL DATA MUST BE SUBMITTED WITH THE RESUME.  IT IS POSITIONED IMMEDIATELY AFTER THE RESUME AND DOES NOT COUNT TOWARDS THE 3-PAGE LIMIT.  ALL APPLICANTS ARE REQUIRED TO SUBMIT THIS DATA ALSO.

An asterisk (*) denotes a required field
(The words “Begin Supplemental Data” must appear at top of the page)

BEGIN SUPPLEMENTAL DATA

*Name

*Social Security Number:  

*1.  Citizenship:


U.S Citizen


Local National

             Non U.S. Citizen

*2.  Are you a current permanent Federal civil service employee? (Yes/No)

*3.  Are you a current permanent civil service employee of the Department of the Army?  Yes/No

4.  If you responded yes to 3 above, please indicate the Civilian Personnel Operations Center (CPOC) that services your position


Northeast CPOC


North Central CPOC


South Central CPOC


Southwest CPOC


West CPOC


Pacific CPOC


Europe CPOC


Korea CPOC

5.  Highest Federal civilian grade held on a permanent appointment:


Pay Plan and Grade

Number of months you held this grade:  

Dates highest grade held:  (format:  MM/DD/YYYY):


From:                 To:

6.  If your are currently a Federal civilian employee, please give the date of your last appraisal (format:  MM/DD/YYYY):


From:                 To:


Was this appraisal fully satisfactory or better? (Yes/No)

7.  Period of Military Service (format:  MM/DD/YYYY)


From:                 To:


From:                 To:

*8.  Retired Military?  (Yes/No)


If Yes, date of retirement:

*9.  Claiming veteran preference?  (Yes/No)


Preference Type:



None



5-Point



10-Point Disability



10-Point/Compensable



10-Point/Other



10-Point/Compensable/30 Percent

10.  List all special appointing authorities that apply:


In-service Army eligible


30 percent Disabled Veteran


VRA eligible


VEOA eligible


EO 12721 eligible


Transfer eligible


Reinstatement eligible


ICTAP eligible


Person with Disabilities eligible


DCIPS/CIPMS Interchange eligible


NAF Interchange eligible


Other Interchange Agreement  

specify:  ____________


Outstanding Scholar eligible


Non Status eligible


DCIPS employee applying for DCIPS


Student Employment


Summer Employment


Military spouse pref eligible

             Family member pref eligible


Family member no pref eligible


Reemployment Annuitant

*11.  Date of Birth:  format:  MM/DD/YYYY

12.   Gender (optional):  (Male/Female)

13.  Race and National Origin (optional):

       American Indian or Alaskan Native

       Asian or Pacific Islander

       Black, Not of Hispanic origin 

       Hispanic

       White, not of Hispanic origin

       Asian Indian

       Chinese

       Filipino

       Guamanian

       Hawaiian

       Japanese

       Korean

       Samoan

       Vietnamese

       All Other Asian or Pacific Islanders

       Not Hispanic in Puerto Rico

*14.  Work schedule(s) you are willing to accept:


Full-Time


Intermittent


Part-Time


Shift Work

*15.  Indicate all the types of employment you are willing to accept:


Permanent


Temporary, 7-12 months


Temporary, 1-6 months


Term, 1-4 years


Competitive detail


Temp promotion up to 5 years

COMPLETE THE INFORMATION BELOW IF YOU ARE INTERESTED IN OVERSEAS POSITIONS

16.  Complete both entries:

a.  Sponsor:  


Active Duty Military


DOD Civilian USA Hire


DOD Civilian Local Hire


Contractor Employed U.S. Citizen


Self - I am the sponsor



No affiliation with U.S. Forces Europe

b. Specify Relationship to Sponsor e.g., self, spouse, child. 

17. Sponsor's Date Estimated Return from Overseas (DEROS)

 (format:  MM/DD/YYYY):

18.  Do you hold dual nationality with any country outside the USA?


If yes, which country?

19.  Do you currently hold a work permit for any countries outside the USA?


(Yes/No)


If yes, please list those countries for which you hold a work permit:

20.  Date of arrival in Host country, if applicable?  (format:  MM/DD/YYYY) 

21.  Are you presently living in host country without affiliation with U.S. forces or civilian component?  (Yes/No)

22.  Are you currently on Leave Without Pay? (Yes/No)


If yes, please enter expiration date --

Data Required by the Privacy Act of 1974 (5USC552a).  

Individuals required to furnish personal information are advised of the following:  

Authority:  EO9397, AR 340-21 and AR 25-55

Principal Purposes:  The information is collected to provide service to organizations serviced by the South Central Civilian Personnel Operations Center.

Routine Uses:  Data is used to determine qualifications and availability of applicants for vacancies and to develop referral lists of candidates to fill vacancies.  Information is used for selection and planning purposes, preparing reports, replying to correspondence, responding to requests from courts, and regulatory bodies, and responding to grievances and complaints relating to qualification and non-selection.

Disclosure:  Your social security number (SSN) will be used to distinguish between you and other applicants.  The information we collect will be used for employment purposes and also may used for studies, and statistics.  Personal information is voluntary; however, failure to provide requested information may result in improper identification, thus eliminating the individual from consideration.
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