
DO

DO NOT


[image: image1.emf]( 

(
(
(
(
(
(
(
(
(
(
(
(
Type your resume or use a word   processor to ensure it is clear and 

legible.  Hand-written resumes cannot

be accepted.

Use font size 10 or 12.

Use plain type fonts.  Courier will 

scan well; however, you may use 

Times New Roman, Universe or Arial.

Letters cannot touch.  

Use a minimum of one inch margins

on all sides.

Provide a laser quality printed or 

typewritten original.  Do not use

a Dot Matrix printer or Bubble Jet

printer.

Type with black ink.  

Use 8.5” x 11” white bond paper. 

Limit your resume to three pages

(one side only). 

Print resume on one side only.  

Use CAPITAL LETTERS for section

headings as long as the letters do not 

touch.

Proofread and spell-check for any errors.  

When emailing your resume, place “resume” in the subject line.

Complete and submit the supplemental data sheet, if you are an external applicant 
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Use fancy fonts such as italics

under-lining, bold print, or shadows.
Staple, paper clip, fold, bind or 

punch holes in your resume.  

Use vertical or horizontal lines,

graphics, boxes, borders, or fancy

treatments.

Condense spacing between letters.  Letters 

cannot touch.

Use two-column format or resumes

that look like a newspaper.

Use acronyms or abbreviations unless they

are Army or commercially-recognized.

Submit your resume on colored paper.

Expect your resume or any documents

submitted to be returned.

Submit your resume as an attachment to 

an email.

Type your resume on both sides of 

the paper.

Use slash lines to separate words.

Submit any documents not specifically

requested (i.e., letters of appreciation, 

training certificates performance awards).

Submit an SF 171 or OF 612.

The most difficult resume for the computer 

to read is a poor quality copy that has an 

unusual font, a newsletter layout,

adjusted spacing, large font sizes, graphics

or lines, type that is too light, or paper that is too dark.


Procedures for Maximizing 

Acceptance of Your Resume 
and Other Helpful Hints

Tips for writing and formatting 

an acceptable resume that scanning 

equipment can read
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AN ACCEPTABLE RESUME 

( maximizes the scanning equipment’s

 ability to “read”  your resume
( maximizes your ability to match job                                                                                       requirements
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Plan Your Resume

Proofread
Southeast Civilian Personnel Operations


The development of a resume for

electronic processing is a “no frills

task.  You should start by thinking

seriously and carefully about your 

personal advancement goals.  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.  Focus your resume

on defining and identifying all the key

and meaningful skills you currently 

possess.  These skills 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 do.  You should

describe these skills in a       straightforward manner.  Avoid using “flowery” language and refrain from 

using a log of action verbs.  For 

electronic scanning purposes, skills are

generally and most effectively

portrayed by using nouns.  The following are examples of skills.  

Clerical/Administrative

Reception

Word Processing

Travel Arrangements

Correspondence

Office Management

Office Automation

Speaker

Trainer

Engineering

Planner

Schematic Diagrams

Electrical/Mechanical Designs

Specifications

Maintenance

Repairer

Power Systems

Wage Grade

Forklift

Load and Unload Methods

Warehouse

Operate Equipment

Material Handling

Drive

Special Order

Stock Room

It is important to summarize your 

Most important skills first.  For 

Example, if you have office clerical       experience, you might list specific 

Skills such as, proofreading, office        automation, shorthand, mail, filing,                   word processing, typing, etc.  

Following the skills summary,                    describe your work experience                              in the format provided in the 
Center (SECPOC) Information/Job 

Application kit.  Only list skills relevant 

to your career goals.  Describe your 

experience with concrete words rather 

than vague descriptions.  For example, 

it is better to use “managed a team of 

software engineers” rather than, 

“responsible for managing, training.”

You should describe your skill using 

terminology generally recognized and 

accepted in the occupation in which 

you have experience, or in which you 

are seeking to progress.  Recognized 

names for systems or processes in 

which you are skilled may be used in

your resume, (i.e., Word Perfect, Excel,                                                       Lotus 123).

Easiest E-mail method

Type your resume in a word processing 

package, such as Word or Word Perfect, 

run spell check, highlight the entire 

resume on the screen, then copy the 

document and paste it into the body of 

your email.

Send your resume to:

Resume @cpocser.army.mil 







