TIPS FOR PREPARING YOUR RESUME

· Follow all instructions carefully and completely. 
· Ask for assistance if something in this job kit is unclear to you.
· Limit your resume to three pages.  Resumes of more than three pages cannot be accepted.

· Include your name and social security number at the top of the three pages of your hard copy resume.
· Include your home address, to include the nine-digit ZIP code.

· Complete and submit the supplemental data sheet, if you are an external applicant.

· Be specific when naming the computer software or types of equipment, etc., with which you have experience.
· Describe your experience using specific words rather than vague generalizations.
· Update your resume when you have a change in name, address, phone number, job or education.

· Type with black ink on 8.5” x 11” white bond paper printed on one side.
· Type your resume or use a word processor, ensuring it is clear and legible.  Handwritten resumes cannot be accepted.

· Don’t submit your resume on colored paper.
· Don’t use onionskin or heavy weight paper.

· Use font sizes 10  (typewriter) or 12 (word processor).  Courier has been found to produce the best results.  Letters cannot touch.
· Use plain fonts. Arial scans well, however Courier or Times New Roman may be used.

· Use a minimum margin of one inch on all sides of your printed resume.
· Don’t use ALL CAPITAL LETTERS for anything other than section headings.
· Don’t use fancy fonts such as bold, italics, underlining, or shadows.
· Proofread and spell-check for any errors.
· Don’t staple, fold, bind, or punch holes in your resume.
· Don’t use vertical, horizontal lines, graphics, boxes or borders.
· Don’t use two-column format or resumes that look like a newspaper.
· Don’t use acronyms or abbreviations unless they are Army or commercially-recognized  
· Define acronyms first before using.
· Don’t use slash lines to separate words.
· Don’t submit any documentation not specifically requested (e.g., letters of appreciation, training certificates, or performance appraisals)
· Submit your resume electronically (email), if at all possible, or mail the original.
· Don’t submit a SF 171 or OF 612.
· Don’t submit your resume or self-nomination as an attachment to an email message. Transmission of computer viruses is a real concern.  Your resume or self-nomination should be the body of your email.

· Remember, resumes that are incomplete, handwritten, or otherwise unacceptable will not be considered.
· Resumes and self-nomination information must be submitted separately.

