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INTRODUCTION
    The Department of the Army (DA) has mandated the use of RESUMIX.  The system is a relatively new automated referral system that is being used to develop referrals for vacancies being filled through merit promotion procedures.  The use of RESUMIX is one of a number of initiatives to standardize civilian personnel processes Army-wide.   This system simplifies the application process for individuals, while at the same time, it expedites the issuance of referral lists to managers.

     This will dramatically alter our recruitment and placement processes.  Other Army regional personnel offices have been using the automated inventory and referral system for some time.  We have been able to apply their lessons learned, and are using the most recent version of the program.  

     The Southeast Civilian Personnel Operations Center (SECPOC) is committed to meeting the needs of its customers.  The use of RESUMIX ensures that every applicant receives maximum consideration for job opportunities.  Resumes will be consistently and objectively considered with more uniform results.  

     This job information/application kit is a guide to be used in the preparation of a resume when application is made through merit promotion procedures.  This guide is available on the SECPOC regional homepage on the Internet at: http://cpol.army.mil/

Note:  RESUMIX will not be used to fill positions announced by the Delegated Examining Unit (DEU) or to fill Career Program positions at mandatory DA career referral levels.  It contains information to aid you in completing a resume and applying for employment and/or position changes within the Southeast Region. Preparation of a resume is relatively easy and will be discussed later in this kit.  If you have questions when preparing your resume, please feel free to contact your local Civilian Personnel Advisory Center (CPAC) for assistance.

What is RESUMIX?

     RESUMIX is a commercial software product.  The automated referral system uses advanced scanning, optical character recognition (OCR) and imaging technologies to capture an exact electronic image of a resume.  This new technology is the key element of RESUMIX. 

How the System Works
     Applicants are no longer required to prepare lengthy application packages, and mail them to the SECPOC or CPAC for each new merit promotion opportunity.  RESUMIX works by matching an applicant’s skills with specific job requirements. 

     Applicants with a resume on file in the SECPOC database will only have to submit a self-nomination, to indicate interest for particular positions, as new announcements are published.  The self-nomination may be submitted via email or the hardcopy may be mailed, dependent upon the local installation policy.  Resumes must be kept current and should be updated with additional education/training or new skills, at least annually.  It is also important that resumes be “machine readable”.
EQUAL EMPLOYMENT OPPORTUNITY

ALL QUALIFIED APPLICANTS WILL RECEIVE CONSIDERATION FOR POSITION VACANCIES WITHOUT REGARD TO POLITICAL, RELIGIOUS, LABOR ORGANIZATION AFFILIATION OR NONAFFILIATION, MARITAL STATUS, RACE, COLOR, SEX, NATIONAL ORIGIN, NON-DISQUALIFYING PHYSICAL HANDICAP, OR AGE.  SELECTION SHALL BE BASED SOLELY ON JOB RELATED CRITERIA.

THE U.S. ARMY IS AN EQUAL OPPORTUNITY EMPLOYER

GETTING STARTED

     The automated system uses artificial intelligence to read resumes.  A clean, typed, spell-checked original resume should be submitted on standard size bond paper, to maximize the computer’s ability to read your resume.   Since we are using an automated system that scans your hardcopy resume, it is important to follow these instructions.  If you vary your resume from these instructions, the system may not be able to process the information provided and  may result in lost consideration for placement.  

 Preparing a Resume

     Plan your resume by thinking about your personal job and advancement goals for the immediate future.  Be realistic.  Concentrate on narrowing your scope of interest to those very few positions which you feel would  best enhance your career.  Set reasonable, yet potentially attainable goals for yourself.   When describing your experience define and identify all the 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.   
     The beginning of your resume should include your personal information such as name, address, phone number, email address, etc.   Next, describe your work experience, education and training.  Also list your licenses, awards, and other pertinent information.

     You may choose to list only experience that you feel is relevant to your career goals and to the positions for which you will request consideration.  It is very important to understand that the automated system has the ability to extract and retain skills from your resume.  This fact is particularly important to remember when you are thinking of specific systems, and processes 

(i.e., Word Perfect, EXCEL, Power Point, etc.) to include in your resume.   Use only those systems or processes that are current and definitely found in, or are related to the positions for which you request consideration.   

     Make sure you describe your experience with objective words rather than vague descriptions.  For example, it’s better to use “managed a team of software engineers” rather than “responsible for managing, training, disciplining and providing guidance to ….”  Avoid using flowery prose.  It does not increase your chances for consideration.  Describe your experience in a straight- forward manner.  Describe what you do, not what your organization does.  In addition to their supervisory responsibilities, supervisors should expand on their technical experience in their position
Preparing a Resume (Continued) 

     The resume you prepare should reflect experience from your  background.   However, as applicable, you should cover at least a five-year period (normally the last five years).  Be sure to indicate your total length of experience in relevant positions so that length of experience determinations  can be made .  If your description of duties combines experience from Federal civilian positions at different grade levels, make sure you include the month and year promoted to each grade.  The same rule of thumb should be followed in deciding which specific education and training information to place on your resume.  Remember, the resume you submit to the SECPOC must be no more than 3 typewritten pages, so use the space wisely in order to illustrate only specific experience that is relevant to your job/promotion goals.

     Although the automated system greatly reduces the need for the involvement of a staffing specialist in processing your resume, it does not entirely eliminate the requirement for a staffing specialist’s review of your qualifications.  A review for quality and length of experience, time-in-grade (when applicable), and time after competitive appointment (when applicable) will be done prior to issuance of the referral list to the selecting official.  

     Applicants are reminded that all information included in resumes is subject to review and verification.  Authorized legal and regulatory penalties may be imposed on employees submitting false information.  Falsification of your resume could result in termination of Federal employment, and may be punishable by fine or imprisonment.  Include the following statement at the conclusion of your resume:  “I certify that, to the best of my knowledge and belief, all of my statements are true, correct, complete, and made in good faith.  Date: XX XXX XXXX”

     A sample resume which reflects the typical format and content is included as a part of this Job Information/Application Kit.   Review it and follow the instructions carefully.  This will diminish the possibility that your resume will be rejected or a delay created in the processing of your resume into the system. 




APPLICATION PROCEDURES

Resumes

     All applicants must  pre-position a resume and submit separate self-nomination information to receive consideration for positions announced under Merit Promotion procedures.  In addition, only external applicants must also submit the supplemental information with their resumes.   RESUMIX will not be used to fill positions announced by the Delegated Examining Unit (DEU) or permanent Career Program positions at mandatory DA Career Referral levels.  

     Submit resumes and supplemental information (when applicable) as soon as possible.  Do not wait for a vacancy to occur.

     Unless specifically stated in the announcement, do not submit documentation supporting your status/eligibility when you apply; however, you must be able to produce the documentation when you are offered a position.  You must provide the required documents within three days after a tentative job offer is made.  Any unsolicited documentation submitted will be destroyed.  It will not be returned.

     All job offers are conditional upon the candidate providing required status/eligibility documentation.  

     Applicants should have in their possession copies of SF50s to reflect employment status, transcripts for verification/crediting of education, a current VA letter of disability, DD214s, other required licenses/certifications, etc. (as applicable), to be able to meet the deadline above.   

     If you have questions regarding the above, please contact your local CPAC for clarification.

Who Must Submit a Resume?
     All applicants who do not have a resume on file with the SECPOC must submit, no more than a three-page, "acceptable" resume.  In addition, external applicants must also submit supplemental information.  The resume and supplemental information should be formatted as described in this Job Information/Application Kit. 

     Applicants should not wait until an announcement is published to submit a resume.  The purpose of the announcement is only to allow applicants to indicate interest and availability with the submission of self-nomination information. 
APPLICATION PROCEDURES (Continued)
When to Submit a New Resume

     Applicants must submit a new resume when there has been a permanent change in status, or position (e.g. promotion, reassignment, change to lower grade), or if their position has been reclassified to a new title, series, or grade.  It is also a good idea to submit a new resume to include any additional education or training completed and/or any awards received that are relevant to the types of positions that meet the applicant’s goals and objectives.  

     Applicants should also submit a new resume, as soon as possible, to document the following:

· Name change

· Change of address (home)

· Change of phone number (home or work)

· Change in employment category

     Submission of a new resume will replace the current one on file.   Applicants may only have one resume on file at any given time.

     New resumes will be processed into the system on a daily basis, except on weekends.  Applicants must allow sufficient time (at least 5 workdays) for their resumes to be processed and the information verified after it is received in the SECPOC.  When this has been accomplished, and the employee or applicant has established an account in our Resumix On Line Applicant Response (ROAR) system, he/she may determine that his/her resume has been processed successfully into our Resumix database at the SE Region. The ROAR system is available on the SECPOC homepage on the internet.  The resumes of internal applicants will remain active indefinitely i.e., unless one of the other criteria for inactivation is met.  However, the resumes of external applicants will remain active for one year after the date of the notification letter.  

     It is the responsibility of applicants to know when they must submit a new resume for continued consideration.  There will be no advanced notification from the SECPOC to alert applicants that their resume is being inactivated.  Applicants may choose a significant date (e.g., date of birth) and update every year on that same date.  

Where to Submit Resumes and Supplemental Information
     If you use email, send your submission to: resume@cpocser.army.mil .  If you use the mail, send your submission to:                      SECPOC

                                                                       RESUMIX Office

                                                                       Building 6, Meloy Hall

                                                                       Fort Benning, GA 31905

APPLICATION PROCEDURES (Continued)

Inactivation of Resumes
     Resumes will be inactivated from the database when any one of the following actions occur:

· acceptance of an offer                   

· declination of an offer                   

· employee’s retirement                   

· employee’s resignation

· false information is provided

· at the applicant’s request

· one year after the date of the acceptance/verification notice (External applicants only)

     Applicants may re-activate with a new resume.

Announcements

     It is now, more important than ever, to review and follow the “How to Apply” instructions on announcements when applying for consideration, because as the SECPOC implements RESUMIX, there will be several different methods used to apply for vacancies.  The RESUMIX announcements will specifically state that “This position will be filled using RESUMIX procedures.”   These announcements will not include any knowledge, skills, abilities or task lists.

The RESUMIX process is designed to save time by requiring a pre-positioned resume and the submission of separate self-nomination information  for consideration.  It  may not allow the time for applicants to wait to see an announcement before submitting a resume.     

Self-Nomination

     Self-nomination is the process that applicants use to indicate their interest and availability for consideration  in response to a vacancy announcement.

When and Where to Submit Self-Nominations
     The self-nomination  should normally be submitted after an applicant has received acknowledgement from the SECPOC that their resume has been pre-positioned into the RESUMIX database. However, when an applicant does not have a resume on file prior to the issuance of an announcement, the resume should be submitted prior to the submission of self-nomination information.  There is no guarantee that the resume submitted would be processed successfully prior to the closing date of the announcement. Applicants that have not received an acknowledgement should submit self-nomination information prior to the closing date of any announcement they are interested in. 
 Applicants must submit self-nomination information to the SECPOC via email or hard copy (mail) and it must be received or be postmarked (dependent upon local installation policy) by the closing date of each vacancy announcement they submit a self-nomination against.

APPLICATION PROCEDURES (Continued)
Notifications

The Resumix On Line Applicant Response (ROAR) system is available on the SECPOC homepage on the internet.  This system has replaced the old Notices of Acceptance that were provided to applicants in the form of a blue card that was mailed upon the receipt and successful processing of resumes.  It has also replaced the Notices of Rating/Results that were mailed to applicants once the determination was made that they met the qualifications and eligibility requirements for a position.  

Once an employee or applicant establishes their ROAR account, they may determine that his/her resume has been processed into our Resumix database at the SE Region.  He/she may also view and update their resume and determine the status of self-nominations submitted.    Use of ROAR provides a much more timely notification than in the past.  Establishing a ROAR account is a very simple process and takes only minutes.  

The SECPOC will only send out Notices of Rejection once it has been determined that a resume that has been submitted to be included in our database is not in the correct format or is otherwise incomplete.

Note:  Employees and applicants must carefully input the required information into the system in order to enter into ROAR and successfully view their individual resumes and rating results.  Use of exactly the same name and social security number provided on the resume that was submitted, is critical to success.   Prior to submission of the new account information, double-checking to ensure that everything is correct will eliminate future problems.  Individuals must enter their correct social security number (ssn) since ROAR searches the SECPOC's Resumix database for a resume with a matching ssn.  When there is a typographical error in the ssn on either the resume submitted or in the ROAR account information, the individual's resume will not be located even though it is in our database. The "last name" entered into the ROAR account information must be typed just as it was on the resume, specifically, do not include Jr. as part of the last name. Another problem  occurs when hyphenated names are used.  When the name reflected on the resume is Roberts-Johnson, it should be entered into the ROAR account the same way, not as Roberts Johnson or Johnson, or Roberts.  At the same time ROAR is searching our Resumix database for a matching ssn, it is also checking to ensure that the names match as well. 

Note:  Avoid missing consideration for a position, by ensuring that your resume contains all the information requested.  External applicants must also submit the supplemental data information identified in this kit.
EMPLOYMENT CATEGORIES 

The following categories apply for submission of supplemental information and self-nominations.

 Internal Applicants:

Inservice

Current permanent Department of Army civilians serviced by the SECPOC

Inservice (CIPMS)

Current CIPMS employees applying for other CIPMS positions and CIPMS employee applying under the Interchange Agreement, serviced by the SECPOC

Inservice (Temporary and Term Employee) 

Current temporary or term employees, with appointment eligibility, serviced by the SECPOC

Inservice (Term Employee)

Current term employees, without appointment eligibility, serviced by the SECPOC

External Applicants:

Inservice (Other Army)

Current permanent Department of Army civilian employees not serviced by the SECPOC

CIPMS (Other)

Current CIPMS employees, applying for other CIPMS positions and CIPMS employees applying under the Interchange Agreement, not serviced by the SECPOC, 

Reinstatement

Former career (tenure group 1) and career-conditional (tenure group 2) Federal civilian employees

Executive Order 12721 Eligible
Current or former civilian employees who meet the eligibility requirements under EO 12721
Transfer

Current permanent Federal civilian employees outside Army

30% Disabled Veteran 

Veterans with a service-connected disability of 30% or more
EMPLOYMENT CATEGORIES (Continued)
Veterans Readjustment Appointment  (VRA) Eligible

Former military members who served for more than 180 days of active duty, all or part of which occurred after August 4, 1964 and who separated with other than a dishonorable discharge.  Eligibility is for 10 years from the date of the last separation from active duty. 

Non-appropriated Fund (NAF) 

Current non-appropriated fund employees on permanent appointment who served more than one year.

VEOA (Veterans Employment Opportunity Act)

Veterans who are preference eligible or who have separated from the armed forces under honorable conditions after substantially completing 3 years or more of continuous active service.

Interagency Career Transition Assistance Plan (ICTAP)

Current or former employees displaced from non-DOD agencies

Other (External)

Applicants eligible under any other legitimate noncompetitve appointing authority not listed above (e.g. the handicapped program, the outstanding scholar program, etc.)  

      Management has the right to consider and select applicants from one or any combination of categories.  Referral will be made by category(ies) with applicants being referred in appropriate veteran or other preference order if/when their preference applies within the specific appointing authority under which referred.

VETERANS PREFERENCE DEFINITIONS
    The following table will enable you to determine the preference, if any, the law entitles you to.

a. Locate the block that describes your current status under the “if you” column.

b. If a match is found, proceed to the “then Preference is” in the next column.

c. If you meet the criteria under any of the preference groups, enter your preference on your Supplemental Data Sheet.  You may be eligible for more than one preference.  Enter all preferences for which you are eligible.

IMPORTANT:  You must ensure you have the necessary documentation to support preference claimed.  Should you have questions, see your local CPAC representative.  Providing false information will result in your resume being removed from our database.

PRIVATE
If you:
then Preference is:
documentation required upon request

1. Received a dishonorable discharge 
No Preference
NOT APPLICABLE

2. Served for 180 consecutive days or less – unless you are service-connected disabled-see 10 point preference
No Preference
NOT APPLICABLE

3. Served only for training - unless you are service-connected disabled-see 10 point preference
No Preference
NOT APPLICABLE

4. Enlisted after 09-07-80 and served less than 24 continuous months:
- unless you received a hardship discharge – see 5 point preference and 10 point preference
- unless you served the full period for which you were called to active duty - see 5 and 10 point preference
- unless you are service-connected disabled – see 10 point preference
No Preference
NOT APPLICABLE

5. Retired at the rank of Major/O-4 or above - unless service-connected disabled - see 10 point preference
No Preference
NOT APPLICABLE

6. Were drafted or recalled to active duty after 10-14-82 and served less than 24 continuous months
- unless you received a hardship discharge – see 5 point preference and 10 point preference
- unless you served the full period for which you were called to active duty - see 5 and 10 point preference
- unless service-connected disabled - see 10 point preference
No Preference
NOT APPLICABLE

7. Are a Purple Heart recipient 
10 Point 
DD-214 showing receipt and SF-15.

8. Are a Veteran with a service-connected disability rating from 10-100%
10 Point Compensable
DD-214 covering all periods of service and a letter from the VA, that specifies a disability rating, dated within the last year, and SF-15.

VETERANS PREFERENCE DEFINITIONS (Continued)

PRIVATE
If you are:
then Preference is:
documentation required upon request

9.   a Veteran with a service-connected disability rating from 0-9%
10 Point
DD-214 covering all periods of service and a letter from the VA, that specifies a disability rating, dated within the last year, and SF-15.

10.   Spouse of other than dishonorably discharged veteran with service-connected disability rating 1-100% unable to qualify for Federal appointment in usual occupation.
10 Point 
DD-214 covering all periods of service and a letter from the VA, that specifies a disability rating, dated within the last year, and SF-15.

11.  Unremarried widow or widower of other than dishonorably discharged veteran who served between 04-28-52 and 07-10-55 or during a war, campaign or expedition for which a campaign badge is authorized.
10 Point 
DD-214 verifying period of service & award of expedition/campaign badge if the badge is required for preference, SF-15 and death cert.

12.   the Mother of a veteran who lost his/her life under honorable conditions while on active duty between 04-28-52 and 07-01-55 or during a war, campaign or expedition for which a badge is authorized; OR, the mother of a permanently and totally disabled veteran. The following conditions must be met: (1) her husband is totally and permanently disabled; or, (2) she is widowed, divorced or separated from the father and has not remarried; or, (3) she has remarried but has widowed, divorced, or legally separated when preference is claimed. 
10 Point
DD-214 covering all periods of service and death certificate if the veteran is deceased or if the veteran is living, a letter from the VA, that specifies a disability rating, dated within the last year and SF-15.

13.   a Veteran who served between 02-01-55 and 10-14-76 and not excluded from preference by 1 - 6.
5 Point 
DD-214 verifying period of service and award of expedition/campaign badge if the badge is required for preference

14.   a Veteran who enlisted after 09-07-80 and served in a campaign or expedition for which a campaign badge is authorized and not excluded from preference by 1 - 6 above.
5 Point 
DD-214 verifying period of service and award of expedition/campaign badge if the badge is required for preference

15.   a Veteran who entered after 10-14-76 and before 09-08-80 and service was performed in a war, campaign, or expedition for which a campaign badge is authorized and not excluded by 1-5 above.
5 Point 
DD-214 verifying period of service and award of expedition/campaign badge if the badge is required for preference

VETERANS PREFERENCE DEFINITIONS (Continued)

PRIVATE
If you are:
then Preference is:
documentation required upon request

16.   a Veteran who was drafted or called to active duty after 10-14-82 and served in a campaign or expedition for which a campaign badge is authorized and not excluded from preference by 1 - 6 above.
5 Point 
DD-214 verifying period of service and award of expedition/campaign badge if the badge is required for preference

17.   a Veteran who served on active duty continuously for a minimum of 24 months (or the full period for which ordered to active duty) for any length of time between 08-02-90 and 01-02-92 and not excluded by 1. above.
5 Point
DD-214 verifying period of service and award of expedition/campaign badge if the badge is required for preference

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 information, 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 onion skin 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 information as an attachment to an email message.  Transmission of computer viruses is a real concern.  

· Your resume or self-nomination must be in 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.
INSTRUCTIONS FOR PREPARING YOUR RESUME

Name:  First    Middle Initial    Last  

SSN: XXXXXXXXX

Mailing address:  (Home address only)

Street, Apt No.

City, State    Zip Code + four

Home telephone:  

Work telephone:  (Commercial and DSN)

Email address:  (Home or Office)

Highest permanent pay plan and grade held:  (grade, month/year from - month/year last held)

Typing skill (wpm):  Be specific - do not indicate a range.

Dictation skill (wpm): Be specific - do not indicate a range.

EXPERIENCE

When describing duties be sure to include:

Starting and ending dates (month and year)(For current position starting date to present is acceptable.)
Hours worked per week

Position title

Pay plan, series, grade (Federal civilian service)

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

Any systems you worked with or on

Any software programs you have used

Any special tools and equipment used

Any special programs managed

Any other job-related information you wish to include

EDUCATION

Give your highest level of education.  If degree completed (e.g., AA, BA, MA) list your major field of study, name of college or university, year degree was awarded and grade point average (GPA).  If your highest level of education was high school, list either the highest grade 

completed, year graduated, or the date you were awarded a GED.  Specialized training, including government training, should not be listed here.  (Transcripts must be provided, upon request to verify education.)

INSTRUCTIONS FOR PREPARING YOUR RESUME (Continued)

TRAINING   (Optional)

List training courses completed.  Consider their value and relevance to your career goals.  Include dates and length of training.  (Do not send copies of certificates.)

AWARDS   (Optional)
List any achievements you would like to mention that are relevant to your career  goals.  Include performance award information.  (Do not send copies of awards.)

LICENSES/CERTIFICATES

List professional licenses, operator licenses, registrations, and certificates with date of certification, issuance and/or date of expiration.  Include all certification levels attained.  (Licenses and Certificates must be provided for verification, upon request.)
OTHER INFORMATION  (Optional) List any other information (e.g., language proficiency, etc.)

I certify that, to the best of my knowledge and belief, all of my statements are true, correct, complete, and made in good faith.  Date: XX  XXX XXXX  (Include this statement at the conclusion of your resume.  The date should reflect the date of submission.)

Pages 2 and 3 of hard copy resumes must begin with Name and SSN.  They should be formatted in the same way as page 1 and should contain the information indicated  in the sample resume format.

INSTRUCTIONS FOR PREPARING SUPPLEMENTAL INFORMATION (For External Applicants Only)

1. Name (as it appears on your resume):

2. Social security number:     

3. U.S. citizen?  (Yes/No)

4. Current permanent Federal civilian employee?  (Yes/No)

5. Highest Federal civilian pay plan and grade held on a permanent appointment:  (This is used primarily for determining time-in-grade.) 

6. Dates the highest grade was held.  (MM/DD/YYYY to MM/DD/YYYY)

7. If you are a current Federal civilian employee, provide your last performance appraisal/date?  (Rating – MM/DD/YYYY)

8. Specify periods of all military service. (MM/DD/YYYY to MM/DD/YYYY)

9. Retired military?  (Yes/No)   

10. Date of military retirement: (MM/DD/YYYY)

11. Veteran’s preference?   (Yes/No)   Select preference from those defined in this kit.

12. Veteran’s preference claimed:  5 point; 10 point/disability;  10 point/compensable; 

      10 point/compensable 30%; or 10 point/other.

13. Specify any campaign or expeditionary medals that you have been awarded:

14. Selective Service Registration Completed?  (Yes/No) (This is a requirement for male applicants born after 12/31/1959.

15. Employment category(ies)?  Select category(ies) from those defined in this kit.

16. Have you received a government voluntary separation incentive?  (Yes/No)   If yes, give date of separation.

17. Date of Birth: (MM/DD/YYYY)

OPTIONAL DATA:

18. Sex: (Male/Female)

INSTRUCTIONS FOR PREPARING SUPPLEMENTAL INFORMATION (For External Applicants Only) (Continued)

19. Race or National Origin (RNO):  Please identify one of the following:

      A - American Indian or Alaskan Native 

      B  - Asian or Pacific Islander 

      C  - Black, not of Hispanic origin 

      D  - Hispanic     

      E  - White, not of Hispanic origin   

      F  - Other 

Note:  Sex and RNO is optional information collected for statistical purposes only and is not used as a factor for employment consideration.                                                                                                                                            

INSTRUCTIONS FOR SUBMITTING YOUR RESUME

VIA ELECTRONIC MAIL

Internal Applicants:

1.  Prepare as an ASCII/text file, not as an attachment.  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 into the body of an email message.

2.  The subject line of your electronic mail message should only contain the word Resume and your name, last name first. (e.g., Resume - Smith, Sue).  Please do not type any other heading in the subject line. 


3. Read and follow the Email resume sample provided.

4.   Set the receipt acknowledge on your email.

5.   Transmit via electronic mail to: resume@cpocser.army.mil

External Applicants 

1.  Prepare as an ASCII/text file, not as an attachment.  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 into the body of an email message.  

2.  The subject line 
of your electronic mail message should only contain the word Resume and your name, last name first (e.g., Resume - Smith, Sue).  Please do not type any other heading in the subject line.  

1. 
3.  The required supplemental information must be included as part of the email following your resume.
4. Read and follow the email resume sample provided.

5. Set the receipt acknowledge on your email.

6. Transmit via electronic mail to:  resume@cpocser.army.mil 

INSTRUCTIONS FOR SUBMITTING YOUR SELF-

NOMINATION FORM
     Once you have submitted a resume, you may simply self-nominate by submitting the required self-nomination information to indicate  your interest in consideration for any open announcement. The self-nomination information may be submitted via electronic mail to: resume@cpocser.army.mil.  The subject should be Self-nomination - Announcement #_____________  or Self-nomination - EA-00-000.  

     The body of the email must reflect all applicable  information included in the sample format of this job kit (e.g., your name, social security number, telephone number(s), the  Vacancy Announcement number, position title, series and grade of the vacancy, etc.).  Prior to transmission of the email, set the receipt acknowledgement option on your email.

     Applicants that do not have access to electronic mail may submit  self-nomination information by mail to:

                                                         SECPOC

                                                         RESUMIX Office

                                                         Building 6, Meloy Hall

                                                         Fort Benning, GA  31905

     A retained grade/repromotion eligible is an Army employee working on the installation where the vacancy is located, who is serviced by the SECPOC, and who was demoted during their current Federal employment within the Department of the Defense.  The demotion may not have been due to personal cause or at the request of the employee.  Individuals that meet these criteria are entitled to special consideration for placement to a grade no higher than the grade from which demoted.  (Personal cause means misconduct or inefficiency.)  Employees receiving grade or pay retention benefits may be afforded special consideration until their entitlement for such benefits end. A retained grade/repromotion eligible may not be granted automatic special consideration for repromotion.  Employees must indicate they want consideration for retained grade/repromotion when they self-nominate for vacancies.

     The self-nomination must either be received or be postmarked by the closing date of the announcement dependent upon local CPAC/ installation policy.  The applicable deadline  will be reflected in the individual announcements.

INSTRUCTIONS FOR PREPARING YOUR

SELF-NOMINATION FORM

  SELF-NOMINATION FORM

 (Submit one self-nomination for each announcement.)

NAME:    As it appears on your resume
SSN:  XXXXXXXXX

HOME PHONE:  Provide area code and number

WORK PHONE:  Provide commercial and DSN numbers
RETURN EMAIL ADDRESS:  This may be your home or office email address ANNOUNCEMENT NUMBER:   Ensure announcement number is correct.

POSITION TITLE, SERIES, AND GRADE OF VACANCY:  Ensure position information corresponds to the announcement number indicated above.

LOWEST ACCEPTABLE GRADE:  _____ (Important when applying for trainee positions being filled at different grade levels.)
SPECIAL REQUIREMENTS: Met_____Not Met_____  (See Vacancy Announcement for Special Requirements i.e., positive education, special certification, licensure, etc.)
RETAINED GRADE/REPROMOTION ELIGIBLE: To be completed by those employees entitled to mandatory consideration.  If yes, retained grade level must be indicated.

EMPLOYMENT CATEGORY(IES) (See the pertinent section of the job kit to determine/select your category(ies) for consideration):

AS APPLICABLE INDICATE AVAILABILITY FOR:  (Normally for external applicants)

PART TIME EMPLOYMENT:  (Yes/No)

INTERMITTENT EMPLOYMENT:  (Yes/No)

TEMPORARY POSITIONS:  (Yes/No)

PRIVACY ACT STATEMENT

This information is provided pursuant to Public Law 93-579 (Privacy Act of 1974), 31 Dec 1974 for individuals completing Federal records and forms that solicit personal information.  AUTHORITY: Sections 1302, 33-1, and 7201 of Title 5 U.S. Code  This information will be used to update your resume for employment purposes.  Collection of your Social Security number is authorized by Executive Order 9397.  Furnishing the 

Supplemental information (excluding optional data) is mandatory.  Failure to do so may result in non-referral

SAMPLES

·   EMAIL RESUME (INTERNAL APPLICANT)
·    EMAIL RESUME (EXTERNAL APPLICANT)
·    SELF-NOMINATION FORM
 Sample Email Resume - (Internal Applicant)

JOHN Q. JONES    

SSN:  123456789

987 Main Blvd.                                        (Home address only)

Anchorage, AK  99302-1234

907-345-1234 (H)                                     (Home phone number)

907-345-0123 (W)                                    (Work phone number, commercial)

234-0123 (DSN)                                       (Work number, defense)

john.jones@richardson.army.mil:             (Home or Office Email address)

Highest Permanent Grade Held:  WG-05  Jan 94 to Feb 97    (Highest permanent grade held – civil service)
Typing Skill: 45 wpm (Use exact speed to reflect typing, and dictation skills.  Do not use a range.)

Steno Skill:   NA

EXPERIENCE

Jun 95 to Feb 97, 40 hours per week, Material Handler, WG-6907-05, $17.20, per hour,  US Army, Public Works, Fort Richardson, AK  99505.  Major Johnson, 907-384-0222.  I  receive, label, test, store, and assemble for shipment and turn-in a variety of hazardous waste/material generated by various activities on the installation in accordance with regulations.  Use a computer database to obtain material safety data sheet information to determine requirements for material storage and disposal.  Inspect motor pools and other areas on the post ensuring amounts of hazardous materials do not exceed Environmental Protection Agency standards.  Operate a forklift with 3,000 pound capability to stack, load/unload material in storage area.  Occasionally operate larger, rough terrain forklift.  Transport materials on flatbed truck.

Jan 94 to Jun 95, 40 hours per week, Warehouseman (Forklift Operator), WG-6907-05, $16.23 per hour, US Army, Troop Issue Subsistence Activity, Fort Wainwright, AK 99703, Henry Miller, 907-353-0123.  Received and issue 

subsistence supplies applying proper methods and techniques.  Prepared shipment of Class 1 supplies.  Conducted inventories on a monthly and quarterly basis.  Operated 2,000 through  6,000 pound forklifts.  Operated military vehicles and 4-1/2 ton trucks with trailer.  Maintained and posted inventories and receipts of subsistence items using DA Form 3292.  Worked as accounting technician maintaining all dining facility account cards, placing orders for milk and bread.  Prepared documents for finance and accounting.  Maintained charge sales accounts.  Set up filing system utilizing the TAFFS and monitored contracts.

Sep 91 to Jan 94, 40 hours per week, Medical Supply Sergeant, SSG/E6, $26,000 per annum, 506th Medical Detachment, Ft Benning, GA, Captain Smith, 706-545-2345.  Supervised requisitioning, receiving, and inventory management of medical warehouse, Watson Hospital.  Issued medical supplies to other units and the hospital.  Insured proper supply management.  Maintained document registers, due-in and due-out files on all supply items obtained through local purchase.

EDUCATION

High school diploma, 1980, Wasilla High School, Wasilla, AK; some college courses, Ohio University

SPECIALIZED TRAINING

Hazardous Materials Training 1996, Decontamination Procedures 1992 

LICENSE/CERTIFICATES AND OTHER INFORMATION

Military driver’s license 1991

I certify that, to the best of my knowledge and belief, all of my statements are true, correct, and made in good faith.  Date:     16 Aug 99
Sample Email Resume - (External Applicant)

JOHN Q. JONES    

SSN:  123456789

987 Main Blvd.                                        (Home address only)

Anchorage, AK  99302-1234

907-345-1234 (H)                                     (Home phone number)

907-345-0123 (W)                                    (Work phone number, commercial)
234-0123 (DSN)                                       (Work number, defense)

john.jones@richardson.army.mil:             (Home or Office Email address)

Highest Permanent Grade Held:  WG-05  Jan 94 to Feb 97    (Highest permanent grade held – civil service)
Typing Skill: 45 wpm (Use exact speed to reflect typing, dictation, and steno skills.  Do not use a range.)

Steno Skill:   NA

EXPERIENCE

Jun 95 to Feb 97, 40 hours per week, Material Handler, WG-6907-05, $17.20, per hour,  US Army, Public Works, Fort Richardson, AK  99505.  Major Johnson, 907-384-0222.  I receive, label, test, store, and assemble for shipment and turn-in a variety of hazardous waste/material generated by various activities on the installation in accordance with regulations.  Use a computer database to obtain material safety data sheet information to determine requirements for material storage and disposal.  Inspect areas on  post ensuring amounts of hazardous materials do not exceed Environmental Protection Agency (EPA) standards.  Operate a forklift with 3,000 pound capability to stack, load/unload material in storage area. 

Jan 94 to Jun 95, 40 hours per week, Warehouseman (Forklift Operator), WG-6907-05, $16.23 per hour, US Army, Troop Issue Subsistence Activity, Fort Wainwright, AK 99703, Henry Miller, 907-353-0123.  Received and issue 

subsistence supplies applying proper methods and techniques.  Prepared shipment of Class 1 supplies.  Conducted inventories on a monthly and quarterly basis.  Operated 2,000 through  6,000 pound forklifts.  Operated military vehicles and 4-1/2 ton trucks with trailer.  Maintained and posted inventories and receipts of subsistence items using DA Form 3292.  Worked as accounting technician maintaining all dining facility account cards, placing orders for milk and bread.  Prepared documents for finance and accounting.  Maintained charge sales accounts.  Set up filing system utilizing the TAFFS and monitored contracts.

Sep 91 to Jan 94, 40 hours per week, Medical Supply Sergeant, SSG/E6, $26,000 per annum, 506th Medical Detachment, Ft Benning, GA, Captain Smith, 706-545-2345.  Supervised requisitioning, receiving, and inventory management of medical warehouse, Watson Hospital.  Issued medical supplies to other units and the hospital.  Insured proper supply management.  Maintained document registers, due-in and due-out files on all supply items obtained through local purchase.

EDUCATION

High school diploma, 1980, Wasilla High School, Wasilla, AK; some college courses, Ohio University

SPECIALIZED TRAINING

Hazardous Materials Training 1996, Decontamination Procedures 1992
LICENSE/CERTIFICATES AND OTHER INFORMATION

Military driver’s license 1991

I certify that, to the best of my knowledge and belief, all of my statements are true, correct, complete, and made in good faith.   Date:    16 Aug 99

Sample Email Resume – External (Continued)
SUPPLEMENTAL INFORMATION (Must be submitted by external applicants only, and is an addition to the three-page resume.)

1.  Name:  John Q. Jones

2.  SSN:  123456789

3.  U.S. citizen:  Yes 

4.  Current permanent Federal civilian employee:  No

5.  Highest Federal civilian pay plan and grade held on a permanent appointment:  GS-9

6.  Dates the highest grade was held: 1/15/94 - 2/03/1995

7.  Last performance appraisal/date:  NA

8.  Periods of military service: 12/31/1973 - 12/31/1993

9.  Retired military:  Yes

10.  Date of military retirement: 12/31/1993

11.  Veteran’s preference:  Yes

12.  Veteran’s preference claimed:  5 pt

13.  Campaign or Expeditionary service:  Vietnam Service Medal

14.  Selective Service Registration:  NA

15.  Employment Category(ies):  Reinstatement

16.  Have you ever received a government voluntary separation incentive?  Yes - 2/03/1995

17.  Date of Birth:  02/22/1946

18.  Sex:  Male

19.  RNO:  B

Note:  Use of item names is optional.
SAMPLE

 SELF-NOMINATION

NAME:    JOHN Q. JONES

SSN:  123456789

HOME PHONE:  907-345-1234

WORK PHONE:  907-345-0123 (commercial),  816-0123 (DSN)

RETURN EMAIL ADDRESS:  jones@anytown.usa.net
ANNOUNCEMENT NUMBER:  GZ371011

POSITION TITLE, SERIES, AND GRADE OF VACANCY:  Computer Specialist, GS-334-11

LOWEST ACCEPTABLE GRADE:  GS-11

SPECIAL REQUIREMENTS: Met ___x__Not Met._____(See Vacancy Announcement for Special Requirements i.e., positive education, special certification, licensure, etc.)  
RETAINED GRADE/REPROMOTION ELIGIBLE: (If yes, indicate retained grade level):  

Yes _____ Grade_____________  No__X__
EMPLOYMENT CATEGORY(IES): In-service

AVAILABLE FOR Part-time:  No

AVAILABLE FOR Intermittent positions:  No

AVAILABLE FOR Temporary positions:  Yes

_____________________________________________________________________________________________________________________

PRIVACY ACT STATEMENT

This information is provided pursuant to Public Law 93-579 (Privacy Act of 1974), 31 Dec 1974 for individuals completing Federal records and forms that solicit personal information.  AUTHORITY: Sections 1302, 33-1, and 7201 of Title 5 U.S. Code  This information will be used to update your resume for employment purposes.  Collection of your Social Security number is authorized by Executive Order 9397.  Furnishing the supplemental information  (excluding optional data) is mandatory.  Failure to do so may result in non-referral

_____________________________________________________________________________________________________________________
SUPPLEMENTAL INFORMATION FORMAT

 (For external applicants only)

1. Name:

2. Social Security Number:

3. U.S. citizen: 

4. Current permanent Federal civilian employee:  

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

6. Dates highest grade was held:

7. Last performance appraisal and date for current Federal civilian employees:

8. Periods of military service:

9. Retired military:

10. Date of military retirement:

11. Veteran’s preference:

12. Veteran’s preference claimed:

13. Specify any Campaign or Expeditionary medals: 

14. Selective Service Registration completed:

15. Employment Category(ies):  

16. Government voluntary separation incentive and date of separation:

17. Date of Birth:

18. Sex:

19. Race or National Origin (RNO):

FORM
SELF-NOMINATION  


NAME:   ___________________________________________________________________

SSN:  ______________________________________________________________________

HOME PHONE:  ______________________    WORK PHONE:  _____________________

RETURN EMAIL ADDRESS:  ________________________________________________

ANNOUNCEMENT NUMBER:  _______________________________________________

POSITION TITLE, SERIES AND GRADE OF VACANCY:  _________________________

___________________________________________________________________________

LOWEST ACCEPTABLE GRADE (if, applicable):_________________________________

SPECIAL REQUIREMENTS: Met _____Not Met _____(See Vacancy Announcement for Special Requirements i.e., positive education, special certification, licensure, etc.)  
RETAINED GRADE/REPROMOTION ELIGIBLE (If yes, indicate retained grade level): 

 Yes _____  Grade_____________         No____

EMPLOYMENT CATEGORY(IES):_____________________________________________

IF APPLICABLE (Please check the appropriate block):

AVAILABLE FOR Part-time:  Yes________     No________

AVAILABLE FOR Intermittent positions:  Yes ________       No________

AVAILABLE FOR Temporary positions:   Yes ________       No________

______________________________________________________________________________

PRIVACY ACT STATEMENT

This information is provided pursuant to Public Law 93-579 (Privacy Act of 1974), 31 Dec 1974 for individuals completing Federal records and forms that solicit personal information.  AUTHORITY: Sections 1302, 33-1, and 7201 of Title 5 U.S. Code  This information will be used to update your resume for employment purposes.  Collection of your Social Security number is authorized by Executive Order 9397.  Furnishing the supplemental information  (excluding optional data) is mandatory.  Failure to do so may result in non-referral . 

_____________________________________________________________________________________________________________________ 
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