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INTRODUCTION

This Job Kit was developed to assist you in preparing your resume and applying for positions in the Southwest Region announced under Resumix procedures.  Resumix vacancies within the Southwest Region will be filled from resumes and self-nominations that are in the Southwest Region Resumix database. 
HOW TO APPLY

· Applicants must first submit a resume and supplemental data. The resume and supplemental data must be submitted together, either in the same email message, on line from the Army’s Resume Builder or in the same envelope if submitted via surface mail. Resumes can be submitted at any time, but we encourage you to submit your resume as early as possible.   This Kit includes a sample of a resume and supplemental data as well as all information needed to prepare and submit your resume.   Do not include any supporting documentation such as performance appraisals, DD Form 214, SF-50, or college transcripts with the resume.  NOTE:  Standard Form (SF) 171, Optional Form (OF) 612, or the SWERP Form will not be accepted for positions announced under Resumix procedures.  

· Submission of a resume and supplemental data alone does not entitle you to consideration for positions.  You must also submit a self-nomination to indicate your interest for particular positions as vacancy announcements are published.  A sample self-nomination form is included in this Kit. 

· In order to receive consideration for a position, your processable resume and supplemental data, AND a self-nomination form must be received in the Southwest Civilian Personnel Operations Center (SWCPOC) on or before 11:59 PM (Central Time) on the closing or cutoff date of the announcement.
PREPARING YOUR RESUME AND SUPPLEMENTAL DATA SHEET  

The Army’s Resume Builder is the preferred method for preparing your resume and supplemental data sheet.  It is available on the World Wide Web at http://www.cpol.army.mil/ (click on Employment).  It can also be accessed from any Army Resumix vacancy announcement.  You can prepare a resume and supplemental data sheet directly from the vacancy announcement.  (There may be times when the Army’s Resume Builder is unavailable or you are not able to access it. If you are unable to access the Army’s Resume Builder, you may use one of the alternative methods described below to prepare your resume and supplemental data.)

The Southwest CPOC Resume Template can also be used.   Instructions for downloading the Southwest CPOC Resume Template and how to use it are available on our web site at http://cpolrhp.belvoir.army.mil/swr/ (click on Employment Information).  After downloading and completing the resume and supplemental data sheet, you can cut and paste the text into the body of an email message. 

If you do not have access to the World Wide Web or email, you can prepare a resume and supplemental data on a typewriter or word processor following the format of the sample resume included in this Kit.  Resumes submitted through surface mail have a higher rate of rejection than those submitted electronically.  Any smudge, tear, crease, fold, or other foreign mark on the resume will interfere with the processing of the resume.  Once processed, the resume may appear to contain spelling or other errors created as a result of the extraction process when scanning surface mailed resumes into the RESUMIX program.
Regardless of which method you use to prepare your resume, it can be no longer than 3 pages; the supplemental data sheet is in addition to the 3-page resume and does not count against the 3-page limit.

RESUME:  Preparing a resume is easy, but it must accurately reflect your skills, work experience, and education.  You can have only one active resume on file with the Southwest Region at any time. Each time you submit a new processable resume and supplemental data, it will replace the previous one that is on file.  The resume on file in the Southwest Region Resumix database will be used to evaluate your skills against all positions which you self-nominate for within the Southwest Region. For this reason, it is important to focus your resume on your immediate and future career goals and to include the skills that you consider most relevant. 

RESUMIX is an automated system that is entirely focused on simplicity and extracting the facts.  The system uses state-of-the-art optical character recognition software and a patented skills extraction system to “read” your resume.  DO NOT make your resume “eye-catching” by using graphics, printing it on colored paper, or using fancy fonts.  Doing so will actually interfere with the scanning and/or extraction process and will result in resumes that cannot be read and that may be rejected.  Follow the format rules provided in this Kit and accurately describe your skills and experience.

Your resume will differ from prior Federal government applications because you are no longer required to provide an entire working history.  You should only document those positions that are relevant to your career goals and omit those which do not provide any information as to your capability or skills to perform in the positions for which you will be self-nominating.  For example, if you were applying for a Computer Specialist position, you would want to include any experience that demonstrates your knowledge of computer programming languages.  You would not, however, need to include an experience entry on your time as a Clerk-Typist, GS-4.  You do not necessarily need to individually list experience in intern or developmental positions.  You can list the experience together in one experience block, but include the month and year promoted to each grade.

Begin your resume with your personal information such as name, address, telephone numbers, etc.  Next, describe your work experience, education, and training.  Also list your licenses, awards, and any other pertinent information.  Make sure you describe your experience with objective words rather than vague descriptions.  For example, it is better to say, “managed a team of software engineers,” rather than say, “was responsible for managing, training, disciplining, and providing guidance.”  Avoid using flowery prose - it does not increase your chances for consideration. 

Initial qualification decisions are made from information contained in your resume and supplemental data sheet. Therefore, submitting multiple resumes with different experience and/or education information may adversely affect your ability to be referred for positions.  Qualification determinations will be based on the latest resume with supplemental data received in the Southwest CPOC on or before the closing date of the announcement.  College transcripts, certificates, licenses, and other hard-copy information are only verified on the candidate(s) selected for a position.  Therefore, you must ensure your resume contains information needed to make an informed qualifications decision. 

Some positions require specific education, course work, licenses, or certifications to qualify for the job (i.e., accountants, firefighters, emergency medical technicians, engineers).  List any formal education resulting in a degree in the “EDUCATION” area of your resume.  If you have specific course work that must be addressed, list it in the “OTHER INFORMATION” area of the resume. For example, a geologist position requires that an applicant must have a degree in Geology, plus 20 additional semester hours in any combination of mathematics, physics, chemistry, biological science, structural, chemical, civil, mining or petroleum engineering, computer science, planetary geology, geophysics, meteorology, hydrology, oceanography, physical geography, marine geology.   

If you were applying for this geologist position, your resume must indicate the degree you obtained in Geology in the EDUCATION area.  In the OTHER INFORMATION area, you should list the 20 additional semester hours of course work.  

Any required licenses or certifications must be listed in the LICENSES/CERTIFICATES portion of the resume.  For example, to be determined qualified for a Firefighter (Emergency Medical Technician), an applicant might be required to possess a current Emergency Medical Technician (EMT-B) Certification, DODARFF Crash Fire Rescue Certificate, and DOD Haz-Mat Operational level certification, as well as a valid drivers license.  Your resume must list the required certificates and licenses (including drivers license), and the date and place the certificate or license was obtained in the LICENSES/CERTIFICATES portion of your resume.
SUPPLEMENTAL DATA:

You must include the appropriate Supplemental Data with your resume or your resume will not be processed.   A sample supplemental data sheet is included in this Job Kit.  If you are using the Army’s Resume Builder, prepare the United States Supplemental Data sheet.   If you use any other supplemental data, your resume may be rejected!

PREPARING YOUR SELF-NOMINATION

The preferred method for preparing your self-nomination is on-line by clicking on the Self-Nomination button on the vacancy announcement.   Vacancy announcements can be accessed at http://www.cpol.army.mil/ (Click on Employment). (There may be times when you are not able to access a vacancy announcement to self-nominate for a position. If you are unable to access the self-nomination button through the vacancy announcement, you may use one of the alternative methods described below to prepare your self-nomination.)

A self-nomination form, along with instructions for downloading the form and how to use it, are available on our web site at http://cpolrhp.belvoir.army.mil/swr/ (click on Employment Information).  After downloading and completing the self-nomination form, you can cut and paste the text into the body of an email message

If you do not have access to the World Wide Web or email, you can prepare the self-nomination on a typewriter or word processor following the format of the sample self-nomination form included in this Kit.

NOTE:  A self-nomination form will not be processed if 1) it is sent as an attachment to the email message; 2) the vacancy announcement number is invalid; 3) the last name and social security number on the self-nomination does not match the last name and social security number on file in the Resumix database; or 4) it is received in the Southwest CPOC AFTER the closing date of the announcement.

 SUBMITTING YOUR RESUME AND SELF-NOMINATION

The preferred method for sending a resume with supplemental data is through the World Wide Web using the Army’s Resume Builder.  However, resumes prepared using the Army’s Resume Builder are not automatically sent to the SWCPOC.  This includes resumes prepared when the applicant clicks on the RESUME button on a Southwest Region vacancy announcement.  After you prepare the resume, return to the main Resume Builder page.

· Scroll to the bottom of the page and click on “SEND OUT EXISTING RESUME”. 

· Step 1:  Enter your userid and password.  DO NOT HIT ENTER!

· Step 2:  Scroll down and click on “SOUTHWEST”.  DO NOT HIT ENTER!

· Step 3:  Scroll down.  Click on “United States Supplemental Data.  DO NOT HIT ENTER!

· Step 4:  Scroll down and click “SUBMIT”.

The preferred method for sending a self-nomination is via the World Wide Web by accessing the self-nomination button on the vacancy announcement. Vacancy announcements can be accessed at http://cpol.army.mil/ (Click on Employment).  After completing the self-nomination form on-line and clicking the “Submit” button, the self-nomination will automatically be forwarded to the appropriate CPOC.  

You can also send resumes with supplemental data and self-nominations by email to resumix@cpocswr.army.mil.  (Due to increased threats of computer viruses, we do not open attachments to email messages.  So, please do not send resumes or self-nominations as an attachment to the email message.  The attached resume or self-nomination WILL NOT be processed.  The text of the resume, supplemental data or self-nomination must be in the body of the email message.)  If submitting the resume and supplemental data by email, they must be in the same email message. Place the word “Resume ” in the subject line (not the address line) of the email. Likewise, if you are sending the self-nomination by email, place the word “Self-Nomination” in the subject line of the email.  Please do not include any other information in the subject line (not the address line). The self-nomination must be in a separate email message from the resume and supplemental data.  Each self-nomination must be submitted in a separate email message.  By submitting your resume or self-nomination via email, you acknowledge your consent to transmitting personal information across lines of communication that may not be secure.   

If you do not have access to the World Wide Web or email, you can submit the resume with supplemental data and self-nomination by surface mail.  They can be included in the same envelope; however, the resume, supplemental data, and self-nomination must be on separate sheets of paper.  Mail the resume in an envelope large enough so that you do not have to fold the paper.  Mail to:  

Department of the Army

Southwest Civilian Personnel Operations Center

Attn:  Resumix Team

301 Marshall Avenue

Fort Riley, KS 66442

RECEIPT NOTIFICATIONS
If you submit your resume via email, you will receive an automatic receipt notification via email. The receipt notification is sent to the email address the resume was received from.  Likewise, if you submit a self-nomination via email, you will receive an automatic receipt notification via email.  If you submit your resume or self-nomination via surface mail, you will receive a receipt notification through surface mail.

You will receive no further correspondence regarding your resume or self-nomination unless the form(s) cannot be processed.  

· If your resume is not able to be processed you will normally be sent specific notification explaining why the resume is being rejected within three to five working days after receipt of the resume in the SWCPOC.

· A self-nomination form is held until all resumes received on the cutoff or closing date of an announcement have been processed.  If a processable resume with supplemental data is not received in the SWCPOC on or before the closing or cutoff date of an announcement, the self-nomination form will not be processed.  You will receive a specific rejection notice informing you as to why the self-nomination form could not be processed.

Once your resume and supplemental data has been received in the SWCPOC, a member of the SWCPOC Resumix staff will review your application package.  If the resume and supplemental data is properly prepared, it will normally be processed within three to five working days after receipt in the SWCPOC. 

STANDARD ONLINE APPLICANT REVIEW SYSTEM (SOARS)

To determine if your resume has been processed, or to view the resume you currently have on file in the SWCPOC Resumix database, you can access the Standard OnLine Applicant Review System (SOARS).   SOARS can be accessed at http://cpolrhp.belvoir.army.mil/swr/ (Click on Tools, then SOARS). 

SOARS is not a receipt notification system.  Applicants receive a specific notice informing them when their resume and/or self-nomination has been received.  SOARS is designed to allow applicants to view the resume on file in the SWCPOC database, and to notify the applicant of whether or not they are referred for positions they have self-nominated for.  (The resume viewed in SOARS is the latest resume processed, but may not always be the latest resume received.  )

SOARS should not be confused with Army’s Resume Builder.  They are not the same systems and are not directly linked to each other.  You may be able to view a resume in the Army’s Resume Builder but not view it through SOARS.  You are not able to view a resume in SOARS unless you send the resume from the Army’s Resume Builder to the SWCPOC.  Once the resume sent from the Army’s Resume Builder has been processed by the SWCPOC, you will be able to view it in SOARS.

You will not normally be able to view the status of a self-nomination in SOARS until after the closing or cutoff date of the announcement you applied for. We will post the status of your self-nomination once a referral list has been issued. If you do not see a self-nomination listed for which you have applied, it has not yet been determined whether or not your resume will be forwarded to the selecting official for consideration for the position. This does not mean the self-nomination wasn’t received.  You should have received a specific notice informing you that the self-nomination was received in the SWCPOC. Continue to check the SOARS database for updated information.  Once it been determined whether or not your resume will be forwarded to the selecting official, SOARS will be updated.

Tips for a Successful Resume

Do   
Do Not  

- or your application package may be rejected!

· Be specific when naming the computer software, types of equipment, etc., with which you have experience.
· Use a standard font, preferably Courier font, 12 point (word processor) or Courier font, 10 pitch (typewriter).
· Proofread and spell-check your resume.
If submitting by surface mail:
· Provide a laser quality printed original, typewritten original or high quality copy.
· Type with black ink on 8.5” x 11” white bond paper, printed on one side only.
· Use a minimum margin of 1 inch on all sides of your printed resume.
· Type your name at the TOP left corner of each additional page of the printed resume.

· Use bullets or special characters such as <, >, &, *, %, #, ^, or place double quotes (“ “) in the text of your resume.
· Use two-column format.
· Use fancy fonts such as italics, underlining, borders, or shadings. 
· Use acronyms or abbreviations other than to describe type of automated systems used.
· Submit any supporting documentation.   It will not be processed and it will not be returned.
· Submit as an attachment to an email message.
If submitting by surface mail:

· Use a dot matrix printer or low quality copies.
· Staple, fold, bind, or punch holes in your resume.

· Use onion skin, heavyweight, or colored paper.
· Handwrite ANY information on the resume.


SAMPLE RESUMÉ (NOTE:  Limit to 3 Pages)
Im A. Sample

123 Main Street 

Any Town, USA 12345  

DSN: 555-0000                Comm Work: 123-456-0000

Home: 785-762-3611

Email Address: Ima.Sample@email-address.com

Typing words per minute: 120                Steno words per minute: 80

WORK EXPERIENCE:

May we contact your current Supervisor? Yes

01/1994 to Present.  Hrs per week: 40, Computer Specialist, GS-0334-12.  The Joint Staff, 

Room 4B207, Washington, DC 20301, Colonel Mary Smith, (703) 555-6731.  

I analyzed system requirements, prepared work plans, conducted design reviews, performed validation testing, drafted documentation, and installed software systems.  I designed and directed development of a Future Year Defense Program information system and supervised the maintenance of the supporting mainframe DB2 database. (GS-9 from Feb 94 to Jan 95, GS-11 from Feb 95- Jan 96, Promoted to GS-12 Feb 96).

01/1998 to 01/1999.  Hrs per week: 40, Computer Specialist, GS-0334-07.  The Joint Staff, 

Room 4B207, Washington, DC 20301, Captain Robert Jones, (703) 555-4321.  

I assisted with project improvement of software development procedures and design.  I developed implementation procedures for Software Engineering Improvement requirements.  I also maintained databases and processed output requests including files, reports, and graphics. 

EDUCATION:

4 Year College BS, 1985, Computer Science, GPA 3.5, George Washington University, Total Credit hours earned per semester: 140, Total Credit hours earned per quarter: 40.   

TRAINING:

List any training courses that you have completed and consider valuable and relevant to your career goals.  Include dates (MM/DD/YYYY format), title, length of training, and training provider. 

AWARDS:

List any honors, awards, and special accomplishments achieved.  Give dates, but do not send documents. 

LICENSES/CERTIFICATES:

List CURRENT professional licenses and certificates.  Provide date and place certified. 
 

OTHER INFORMATION:

List any other information (e.g., publications, language proficiencies, memberships in professional/honor societies, leadership activities, public speaking, etc.)  Include any specific course work which may qualify you as described in the specialized experience portion of the vacancy announcement.


Supplemental Data : 

*Denotes a required field.  These fields MUST be completed or the resume WILL NOT be processed.

**If you do not complete these items, you may not receive consideration for positions.

*Supplemental Data (The words “Supplemental Data” must appear at top of the page)

*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


Northcentral CPOC


Southcentral 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 --
I certify that, to the best of my knowledge and belief, all of the information on and attached to this Resume is true, correct, complete, and made in good faith.  I understand that false or fraudulent information on or attached to this Resume may be grounds for not hiring me or for firing me after I begin work, and may be punishable by fine or imprisonment.  I understand that any information I give may be investigated.

Date:  

THE US ARMY IS AN EQUAL OPPORTUNITY EMPLOYER
ALL QUALIFIED APPLICANTS WILL RECEIVE CONSIDERATION FOR VACANCIES WITHOUT REGARD TO POLITICAL, RELIGIOUS, LABOR ORGANIZATION AFFILIATION OR NON-AFFILIATION, MARITAL STATUS, RACE, COLOR, SEX, NATIONAL ORIGIN, NON-DISQUALIFYING PHYSICAL HANDICAP, OR AGE.  SELECTION WILL BE BASED SOLEY ON JOB-RELATED CRITERIA.

REMEMBER:

Falsification of your resume or qualifications is a Federal crime and could result in termination of Federal employment, and may be punishable by fine or imprisonment.
PRIVACY ACT STATEMENT

The information in the resume or supplemental data is provided pursuant to Public Law 93-579 (Privacy Act of 1974), 31 Dec 1974 for individuals completing Federal records and forms soliciting personal information.   AUTHORITY:  Sections 1302, 3301, 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 information in your resume, including your Social Security Number is voluntary, but failure to do so may result in non-referral.
Sample Self-Nomination Form

*Name:    

*SSN: 
 

 Your Email Address:

*Vacancy Announcement Number:

 Vacancy Position Title: 

 Vacancy Pay Plan-Series-Grade:

 Typing Speed (wpm):

 Steno Speed (wpm):
 Positive Education Requirement or Screen Out Element for the Position: (Met, Not Met, NA):
 Are you willing to accept a temporary appointment? (Yes or No) 

*Denotes a required field. These fields MUST be completed or the self-nomination form will not be processed.

REMINDER
A self-nomination form will not be processed if 

1) it is sent as an attachment to the email message; 

2) the vacancy announcement number is missing or invalid;

3) the last name and social security number on the self-nomination does not match the last name and social security number on file in the Resumix database; or

4)   it is received in the Southwest CPOC AFTER the closing date of the announcement
EMPLOYMENT CATEGORY - WHO MAY APPLY

This is a worksheet to help you determine your eligibility for positions serviced by the Southwest Civilian Personnel Operations Center (SWCPOC).  Find the block on the left-hand side of this table that applies to you and read from left to right.  Enter the category(ies) that apply to you in Item 16 on the supplemental data sheet.  You must meet all of the criteria under the categories shown to claim eligibility.  You may be eligible for more than one category.  Enter all categories for which you are eligible.  For example:  Inservice, VRA, 30% Disabled Veteran.  You must ensure you have the necessary documentation to support your eligibility under any of the categories claimed.  These documents must be provided within five days of notification of selection or upon request.  Failure to provide the documentation may result in withdrawal of a job offer.  Should you have questions about required documents, see your local CPAC representative. 

PRIVATE
CATEGORY 
DESCRIPTION 
DOCUMENTATION 
To be submitted upon notification of tentative selection or as specified in the vacancy announcement.

Inservice, Army Eligible
A permanent Department of Army civilian.
 None, except for position unique requirements.

30 Percent Disabled Veteran
Prior military member with a disability rating of 30 percent or more.
No time limit. All DD-214(s) showing type of discharge, SF-15 and supporting documentation; i.e., VA letter dated within 1 year

Veteran readjustment appointment (VRA) Eligible
A veteran who has served for a period of more than 180 days active duty, all or part of which occurred after August 4, 1964, and who has other than a dishonorable discharge. Eligibility expires 10 years after the date of your last separation from active duty. If discharged or released from active duty because of service-connected disability, the 180 days are not applicable. Eligible veterans with a service-connected disability of 30% or more have no eligibility time limit. Reserve and Guard duty members do not need to serve more than 180 days if they were ordered to active duty under 672(a), 672(d), 672(g) or 673(b) of Title 10, and their duty was during a period of war or in a campaign or expedition for which a campaign badge is authorized.
All DD-214(s) (Member 4 Copy) - Documentation from the Military Personnel Office if within 120 days of retirement/separation. After discharge, submit DD-214 (Member 4 Copy) - SF-15 (if claiming a compensable disability or other 10-point veterans' preference) and supporting documentation; i.e., VA letter dated within 1 year 



Veterans Employment Opportunities Act (VEOA) of 1998 (P.L.105-339)
The VEOA provides that agencies must allow eligible veterans to apply for positions that are announced under merit promotion procedures and open to candidates outside the agency. To be eligible for this type of appointment, you must be a preference eligible or veteran separated after substantially completing 3 or more years of continuous active service performed under honorable conditions. ("Active service: defined in title 37, United States Code active duty in the uniformed services and includes full-time training duty, annual training duty, National Guard duty, and attendance, while in the active service, at a school designated as a service school by law or by the Secretary concerned.")
All DD-214(s) (Member 4 Copy) - Documentation from the Military Personnel Office if within 120 days of retirement/separation. After discharge, submit DD-214 (Member 4 Copy) - SF-15 (if claiming a compensable disability or other 10-point veterans' preference) and supporting documentation; i.e., VA letter dated within 1 year 



Executive Order 12721 Eligible
Worked as an appropriated fund Federal employee overseas while a family member of a civilian employee, NAF employee, or uniformed service member serving overseas. Must have accumulated 52 weeks of creditable service, received a fully successful or better performance rating, and returned to the U.S. from the overseas tour of duty and must meet time requirements.
SF-50s verifying you completed the required 52 weeks of creditable overseas service - Orders returning you to the United States - Current performance rating

Transfer Eligible
Current permanent, competitive service, non- Department of Army Federal employee
Copy of most current SF-50 showing status

Reinstatement Eligible
Attained Career status on a permanent, competitive Federal appointment; or Career-Conditional with reinstatement eligibility. A former competitive service tenure group 1 Federal employee; a former competitive service career-conditional tenure group 2 Federal employee who has less than a 3-year break in service; a current DCIPS civilian employee serving on a permanent appointment and applying for permanent non-DCIPS position who does not meet the eligibility requirements under the DCIPS interchange agreement but who is a former competitive service tenure 1 or 2 Federal employee; or a former competitive service career-conditional tenure group 2 Federal employee who is entitled to veterans preference
SF-50/SF-50B showing the date of separation from your last career or career-conditional appointment - All DD-214(s) (Member 4 copy), if applicable

Interagency Career Transition Assistance Plan (ICTAP) Eligible
Current or former employees displaced from non-DOD agencies.
Candidates must submit proof of eligibility (as identified in 5 CFR 330.707 (a)(2) with their resume to receive this special selection priority. Contact your servicing agency for more information about the ICTAP program

Severely Disabled
Applicant has a severe physical or mental impairment certified by a state vocational rehab service that limits one or more major life activities.
Letter dated within the last year from a State Vocational Rehabilitation Service or from the Department of Veterans Affairs 



DCIPS/

CIPMs Interchange Agreement Eligible
Currently serving on a CIPMS appointment without time limitation or has been involuntarily separated from such appointment without personal cause within the preceding year. Must be or have been serving continuously for at least 1 year in a CIPMS position. May be appointed only to permanent positions based on this authority.
SF-50s verifying you have completed the required 1 year continuous service and showing the date of separation, if applicable

NAF Interchange Agreement Eligible
Currently serving on a NAFI or AAFES position without time limitation or has been involuntarily separated from such appointment without personal cause within the preceding year. Must be or have been serving continuously for at least 1 year in a NAFI or AAFES position. May be appointed only to permanent positions based on this authority.
NAFI/AAFES - DA Form 3434 or AAFES Form 1200-75 verifying you have completed the required 1 year continuous service and showing the date of separation, if applicable - Verification letter from Personnel Office 



Other Interchange Agreement
A person currently employed in another U.S. Federal Service position covered by an existing interchange agreement with the Office of Personnel Management, such as TVA.
SF-50 showing you have completed requirements for the interchange. 



Outstanding Scholar
US citizen college graduate with a GPA of 3.45 or higher on a 4.0 scale for all undergraduate work or have graduated in the upper 10% of their class or major university subdivision.
Official Transcript

Non-Status
All applicants without personal competitive status; employees on temporary and term positions; employees on excepted service positions who do not meet eligibility requirements for an interchange agreement; and applicants who have not worked for the Federal government.
None, except for position unique requirements.

Inservice DCIPS Eligible
A current DCIPS civilian employee serving on a permanent appointment and applying for DCIPS positions
None, except for position unique requirements

Military Spouse Preference (overseas)
Civilian spouse is married to an active duty military member (sponsor) of the U.S. Armed Forces before the sponsor's reporting date at the new duty station, and resides with the sponsor at a location within the commuting area of the duty station. Military Spouse Preference (MSP) applies when the spouse arrives in the overseas area and to positions in the commuting area of the military sponsor's permanent duty station. Effective 1 June 2001, DoD has approved MSP CHOICE, a two-year test for the European Theater. Under this directive, military spouses will not lose MSP when accepting a temporary or term position or a permanent position with a flex or intermittent on-call work schedule. MSP is retained until the military spouse accepts or declines the offer of a permanent appointment to a full-time or part-time position. 
NOTE: 
-- FMP applies to initial employment at the overseas location. Once the FM accepts or declines a continuing position, eligibility terminates whether or not the position was obtained through FMP. 
-- A continuing position for FMP purposes is a position expected to last one year or longer regardless of work schedule. This includes positions with NAF organizations or AAFES. 
-- FMP can be used only once during the sponsor's tour. Once used, the FM competes as a family member without preference (FMNP). 
-- FMP does not apply to FMs of locally hired civilian employees. 
-- FMP is not granted if the position applied for is above the highest permanent grade previously held in the Federal service. 
-- FMP is lost when the spouse accepts or declines an offer of a continuing position to include a temporary position that is expected to last one year or more, or that is extended to last one year or more, or declines a job interview
Sponsor's PCS orders and military ID card 



Family Member without Preference (Overseas)
Family members of locally hired DoD or NAF civilian employees, or A family member or spouse preference eligible who has lost military spouse or family member preference due to accepting or declining an offer of continuing employment. A continuing position for FMNP purposes is a position expected to last one year or longer regardless of work schedule. This includes positions with NAF organizations or AAFES.
Evidence of family member status (valid military ID card)

Reemployed Annuitant (Overseas)
A former Federal employee who has retired under either the Civil Service Retirement System (CSRS) or Federal Employees Retirement System (FERS).
Copy of your last SF-50 Notification of Personnel Action which indicates your retirement from civil service. 



Student Employment
A U.S. student enrolled or accepted for enrollment as a degree seeking student, taking at least a half-time academic or vocational/technical course load in an accredited high/technical/vocational school, or a 2 or 4 years college or university, graduate/professional school,and meet your state's minimum employment age for minors and are either a US citizen or a permanent resident of the United States or otherwise authorized to be employed.
Transcript, letter from the educational institution 



Summer Employment
US citizen interested in summer employment only, other than temporary employment described in non-status above.
 None, except for position unique requirements

 VETERANS’ PREFERENCE


By law, veterans who are disabled or who served on active duty in the Armed Forces during certain specified time periods or in military campaigns are entitled to preference.  As defined in Title 5 U.S.C. 2101(2), "Armed Forces" means the Army, Navy, Air Force, Marine Corps, and Coast Guard.  Active duty for training or inactive duty by National Guard or Reserve soldiers does not qualify as "active duty" for preference. 

Military retirees at the rank of major, lieutenant commander, or higher are not eligible for preference in appointment unless they are disabled veterans.   (This does not apply to Reservists who will not begin drawing military retired pay until age 60.) 


Certain spouses, unmarried widows/widowers of veterans, and mothers of deceased or disabled veterans are eligible for 10-points preference.  This type of preference is usually referred to as "derived preference" because it is based on service of a veteran who is not able to use the preference. Both a mother and a spouse (including widow or widower) may be entitled to preference on the basis of the same veteran's service if they both meet the requirements.  However, neither may receive preference if the veteran is living and is qualified for Federal employment.  Note:  Preference is not given to widows or mothers of deceased veterans except where, the deceased, disabled veteran served in a war, campaign, or expedition after 1955.

At the time of selection, the following documentation must be provided.  Applicants claiming 5-point preference must submit the DD Form 214 verifying the period of service and award of expedition/campaign badge, if applicable.  Applicants claiming 10-point preference must also complete Standard Form (SF) 15, Application for 10-Point Veteran Preference, and submit the requested documentation.  Applicants claiming preference based on service-connected disability must also provide a letter from the Department of Veterans Affairs (VA) dated within the last year specifying a disability. 


IMPORTANT:  You must ensure you have the required documentation to support the preference claimed.  Documents must be provided within 5 days of notification of selection or upon request.  Failure to provide the documentation may result in withdrawal of a job offer.  Should you have questions about the required documents, see your local CPAC representative.

The table on the following pages provides information to allow you to determine what, if any, veterans’ preference you are entitled to by law.   Once you have determined your veterans’ preference, enter the information in item 13 of the supplemental data sheet.


Use the chart below to determine your veterans’ preference entitlements to complete item numbers 13 and 14 of the Supplemental Data Sheet. The term “separated under honorable conditions” means “an honorable or general discharge”.

If you are:
then Preference is:


1.  A former member of the Armed Forces and received a dishonorable discharge or a former member that separated under honorable conditions and does not meet any of the below criteria.
No preference


2.  A former member of the Armed Forces who retired at the rank of O-4 or above who does NOT have a service connected disability. 
No preference




3.  A former member of the Armed Forces who was separated under honorable conditions and is NOT disabled and served on active duty in a pre-WWII campaign or expedition for which a campaign badge is authorized.
5 point preference 




4.  A former member of the Armed Forces who was separated under honorable conditions and is NOT disabled and served on active duty during WWII (7 December 1941 through 28 April 1952).
5 point preference 




5.  A former member of the Armed Forces who was separated under honorable conditions and is NOT disabled and served on active duty during the period beginning 28 April 1952 and ending 1 July 1955.
5 point preference 




6.  A former member of the Armed Forces who was separated under honorable conditions and is NOT disabled and served on active duty for more than 180 consecutive days (other than for training), any part of which occurred between 1 February 1955 and 14 October 1976.
5 point preference 




7.  A former member of the Armed Forces who was separated under honorable conditions and is NOT disabled and began active duty after 14 October 1976 and before 8 September 1980 and served in a campaign or expedition for which a campaign badge is authorized.
5 point preference 




8.  A former member of the Armed Forces who was separated under honorable conditions and is NOT disabled and began active duty after 14 October 1976 and before 8 September 1980 and served active duty during the period beginning 2 August 1990 and ending  2 January 1992.
5 point preference 




9.  A former member of the Armed Forces who was separated under honorable conditions and is NOT disabled and enlisted in the Armed Forces after 7 September 1980 or entered active duty through means other than enlistment after 14 October 1982 and completed 24 months of continuous service or the full period for which called to active duty  and served in a campaign or expedition for which a campaign badge is authorized.
5 point preference 




10. A former member of the Armed Forces who was separated under honorable conditions and is NOT disabled and enlisted in the armed forces after 7 September 1980 or entered on active duty through means other than enlistment after 14 October 1982  and completed 24 months of continuous service or the full period for which called to active duty and served active duty during the period beginning 2 August 1990 and ending 2 January 1992.
5 point preference 




11. A former member of the Armed Forces who was separated under honorable conditions  and is NOT disabled and enlisted in the armed forces after 7 September 1980 or entered on active duty through means other than enlistment after 14 October 1982 and served in a campaign or expedition for which a campaign badge is authorized and was discharged early for hardship or other reasons under 10 USC 1171 or 1173.
5 point preference 




12.  A former member of the Armed Forces who was separated under honorable conditions and was awarded a Purple Heart.


10 point disability 


13. A former member of the Armed Forces who was separated under honorable conditions and received compensation or pension from the Department of  Veterans’ affairs or disability retired pay from the Armed Forces.
10 point disability 


14. A former member of the Armed Forces who was separated under honorable conditions and has a service connected disability that is not compensable.
10 point disability 


15. A former member of the Armed Forces who was separated under honorable conditions and has a service connected disability that is at least 10% but less than 30% compensable.
10 point compensable 


16. A former member of the Armed Forces who was separated under honorable conditions and has a service connected disability that is 30% or more compensable.
10 point compensable 30% 


17.  The spouse of a former member of the Armed Forces who was separated under honorable conditions and because of a service connected disability the former member is unable to qualify for any appointment in the Federal Service along the lines of his/her usual occupation.
10 point other 


18.  The un-remarried widow or widower of a former service member  and the service member was separated under honorable conditions and the service member served on active duty during a war; in a campaign or expedition for which a campaign badge was authorized; or during the period beginning 28 April 1952 and ending 1 July 1955.
10 point other 


19.  The un-remarried widow or widower of a former service member and the service member died under honorable conditions while on active duty and the service member served on active duty during a war, in a campaign or expedition for which a campaign badge was authorized, or during the period beginning 28 April 1952 and ending 1 July 1955.
10 point other 


20.  A former service member’s natural mother who is widowed, divorced, or separated from the veteran’s father and the service member died under honorable conditions while on active duty and the service member served on active duty during a war, in a campaign or expedition for which a campaign badge was authorized, or during the period beginning 28 April 1952 and ending 1 July 1955.
10 point other 




21.  A former service member’s natural mother whose husband is permanently and totally disabled and the service member died under honorable conditions while on active duty and the service member served on active duty during a war; in a campaign or expedition for which a  campaign badge was authorized; or during the period beginning 28 April 1952 and ending 1 July 1955.
10 point other 


22.  A former service member’s natural mother who is widowed, divorced, or separated from the veteran’s father and the service member was separated under honorable conditions and the service member has a service connected disability that is total and permanent.
10 point other 


23.  A former service member’s natural mother whose husband is permanently and totally disabled and the service member was separated under honorable conditions and the service member has a service connected disability that is total and permanent.
10 point other 


ADDITIONAL INFORMATION

WHEN TO SUBMIT A NEW RESUMÉ
Submit a new resume with supplemental data when there has been a permanent change in your position (e.g., promotion, reassignment, change to lower grade); your position has been reclassified to a new title, series, grade; or your qualifications, work experience, or job skills have changed.  If any personal information changes (name, phone number, address, etc.), or information in the supplemental data changes, you should submit a new resume with supplemental data. Each time you submit a new processable resume to the Southwest Region, it will replace the current one on file in the Southwest Region Resumix database.

INACTIVATION OF RESUMÉS

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

Current permanent employees serviced by SWCPOC: 

· Retire

· Resign



· Provide false information

· Separate from an organization serviced by SWCPOC.

· At the applicant’s request

All other applicants:
· Provide false information

· At the applicant’s request

· Not later than one year from the date of last activity on the resume 



INACTIVATION OF SELF-NOMINATIONS

Self-nominations received prior to the date an applicant accepts a permanent position offered as a result of a Resumix referral will be inactivated.

PROMOTION POTENTIAL

Positions listed with multiple grades may be filled at any grade level shown and may or may not have promotion potential.

TEMPORARY/TERM PROMOTIONS

Temporary/term promotions may be made from current employees who apply under Resumix procedures.  Temporary promotions may become permanent without further competition.

THE FOLLOWING ARE EXCEPTIONS TO RESUMIX PROCEDURES CONTAINED IN THIS KIT:

1.   Department of the Army Interns undergoing a formal training plan.  

2.   Positions advertised under the Delegated Examining Unit (DEU). 

3.   Department of the Army mandatory level Career Program permanent positions.  

4. Attorney positions.

5. Chaplain positions.

INQUIRIES

Inquiries on a specific vacancy should be directed to the servicing Civilian Personnel Advisory Center (CPAC).  All other inquiries may be emailed to resumix@cpocswr.army.mil (subject line should be Inquiry), or mailed to the address shown on the cover page of this kit.  
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