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What is RESUMIX?

RESUMIX is the new business process that Army Civilian Personnel Operations Centers (CPOCs) will use to fill your vacant positions.  This new way of doing business is more streamlined and takes advantage of state-of-the-art information technology widely used in the private sector.  RESUMIX uses patented artificial intelligence to extract information on experience and education from applicants’ resumes.  The system maintains the information in a database for future search and retrieval by the CPOCs to find the best qualified applicants for referral to you.  As in SWERP, a full qualifications verification is done only on the individual selected.

How does the new process affect me?

 The basic steps in the staffing process won’t change.  You will still submit a request to fill your vacant position, work with the personnel management specialists to develop evaluation criteria matching the requirements of the position, and receive a list of candidates to select from.  RESUMIX will function more effectively if resumes are pre-positioned by emmployees in response to a data call, or when an employee wants to consider a career change. The major changes you will notice are:

· Referral lists in less time (if a query indicates matching resumes on file, we may be able to open a short ad used to solict self-nominations from individuals who have resumes in the system).

· Resumes instead of application forms.  (Although this will seem different to you at first, resumes essentially contain the same information as the old forms,  presented in a more readable manner.  You will find advice on how to review and evaluate resumes later in this guide.)

· A new way of defining rating and ranking criteria.

How does it work for me?

As the person who has a vacant position to fill, you will submit a PERSACTION to the CPAC/CPOC.  RESUMIX will extract job requirements and skills needed to perform the job from the position description.  The staffing specialist will then contact you to continue the job analysis process.  This process has the following steps:

· You will review the skills for relevance to your expectation of a best qualified candidate

· You can delete or add skills to the list

· You will prioritize the skills in order of importance, and indicate whether the skills are “required” or “desired”

Following this discussion, the staffing specialist builds a search plan which will be the basis for a search of the applicant data base.  If an appropriate number of best qualified applicants results, the specialist prepares a referral list for you.  If the search is not successful (too many or too few best qualified candidates), the specialist will use the prioritized search plan to revise the search.  If the revised search still does not produce an acceptable list, the specialist will contact you to discuss other alternatives, such as expanding the area of consideration.

The Resume


Applicants submit a “whole person” resume   The resume serves two purposes.  First, it is used to input applicants’ skills into the database to be used by the personnel specialists.  Secondly, it is used by hiring managers during the selection process.   

The Resume Review


This section is designed to offer some tips and advice to managers/hiring officials not used to receiving resumes with their referral lists.  Your specific needs and experience level will dictate how you conduct your resume review. The resume provides some obvious but also some not so obvious information about an applicant.  The next several sections provide one approach to reviewing a resume during the consideration process.

The Candidates


Earlier in the process you worked with the staffing specialist to develop a search plan.  During this process you identified the skills for the vacancy in question and ranked them in order of importance.  The specialist ran the search against the database to determine which candidates would be referred to you.  When you received the referral list, you also received the companion resumes for the applicants on the list.  At this point you know three things about the applicants.  One, they are interested in the position you have open since they responded to an announcement by self-nominating.  Two, they  meet all your required skills for the position.  Three, these applicants are the best qualified of those who applied when compared to the search plan.  Now you must begin your own screening process to reach a final selection decision.

Preparation


Before you begin your review, you might prepare a worksheet to record your screening notes and assessment of the applicant’s skills and experience as you review each resume.  Depending on the grade level involved, the quality of the resume tells you  many things.  The basic flow and readability of the resume represents the applicant’s ability to communicate through writing skills.  If the major duties of your vacant position require the ability to communicate in writing, it is fair to evaluate the writing ability of the applicants.  Another insight that can be derived is how the person organizes their thoughts.  How the applicants organized their resumes and described their duties and experience may be some indication of their reasoning processes.  You will receive a text file copy of the resume if the applicant submitted the resume electronically.  If the applicant submitted a hard copy resume which had to be scanned, you may receive an image copy of the resume.  Remember that the text file may contain spelling or other errors created as a result of the optical character recognition and data extraction process.  You should not judge the applicant’s typing or proofreading skills based on this.


One other thought before you begin.  There can be two approaches to a selection.  All selectees should be among the best qualified, however a key issue is the need for further training.  Some positions require that the selectee be fully qualified in all functional skills and be able to perform the duties with little assistance or training.  Some positions may require experience in problem solving, management or other abilities, with follow-on training in functional skills once on board.  It is a good idea to think this concept over and determine your direction before screening the resumes.

The First Review


It is prudent to read each resume at least twice.   Have a highlighting marker and your screening worksheet before you begin.  Now you are ready for your first read through.


The first and most important factor for the hiring manager is that the applicant possess the skills required by the position.  The first read through should be a determination of skills.  Review the resume and identify matches between your requirements and those skills the applicant has discussed in their work history.  Don’t look for exact word matches but make a qualitative assessment of what skills in the applicant’s resume match your needs.  Highlight those matches on the resume.


Next read the experience summaries.  Look for any discussion of skills or experience that match your requirements and highlight these as well.  Also look for and record other unique skills that may enhance job performance and start to set an applicant apart from the others.


Finally, review the education information.  If there is an education requirement, treat it as a skill and highlight it.  If not, review the information and determine if the applicant’s educational background further supports or enhances the applicant’s ability to meet the position requirements.  

The Second Review


You now have a good idea of the skill matches for each applicant.  You can make some determination of how applicants compare to the skill requirements of your vacant position.  Now you are going to read the resume for a second time and for a different purpose.  The second read-through should focus on the depth or degree of experience.  The basic idea is to review the experience sections and make a determination about the degree of experience an applicant possesses for each skill.  You should address such questions as:

· Was the skill performed at a sufficiently high grade level to be valid for your position?

· Did they stay in the position long enough to sufficiently develop such a skill?

· Do they point out achievements or responsibilities associated with the skills to support their claim?

· Does the applicant discuss special training that further supports the skill or skills under review?

At this point you should have a pretty good qualitative evaluation of the applicants.  One last thing you might review is career progression if the grade level warrants.  Basically, this involves looking at the last few positions and determining if the applicant’s career progression follows normal practices.  If not, it may be of interest to explore the reason behind the career path displayed.

The Interview Process


Now you are ready to interview.  Interviewing is strongly encouraged since this will be your opportunity to gather additional information from the applicants.  Since the resume is only a brief description of the individual’s background, an interview should provide more information for you to use in making your selection.  Your local Merit Promotion Plan for your activity should cover whether an interview is required, and if so, at what grade levels.  If in doubt, please consult with your local Civilian Personnel Advisory Center representative on your interview requirements.


If you do interview, the questions you ask should elicit job related information relative to an applicant’s knowledge, skills, and ability to perform the duties and responsibilities of the position.  Questions that could lead to consideration of non-job related information should be avoided.  Some examples of DOs and DON’Ts are:

· DO begin with easy to answer questions and move toward the more difficult or sensitive ones.

· DO use open-ended questions that require some thought on the candidate’s part before responding.

· DO ask follow-up questions based on what the candidate has said

· DO ascertain the candidate’s ability to meet many specific requirements (regular overtime, travel, etc.)

· DON’T ask questions that could lead to consideration of non job-related information, such as:

· Are you married, pregnant, etc.?

· Do you have children and will childcare be a problem?

· What nationality are you?

· What religious holidays do you observe?

Making the Selection


Now you are ready to make a selection.  If you chose not to interview, you should have an indication of a shorter list of applicants that you need to scrutinize further to determine who is the best fit for your vacant position.  In either case, now is the time to check with previous employers/supervisors and begin to narrow your focus.  In all cases, it’s a good idea to keep your notes and interview questions and responses.

Summary

The resume is a good tool for evaluating candidates.  In many ways it provides a means of screening candidates that forms do not.  An important aspect of the resume is that it is the applicant’s direct input into the process and reflects how they view themselves.  The resume can provide valuable insight and information for the screening process if reviewed and screened in an organized manner.  However, not all skills can be derived from a resume and in some cases a formal interview is suggested.







