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Writing Your Federal Résumé
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• Mission: The American people count on the Federal Government every day, from national 
security to infrastructure to food and water safety. Public servants must be accountable 
for mission-driven results but must also have the necessary tools and resources to deliver. 

• Service: Federal customers range from small businesses seeking loans, to families 
receiving disaster support, to veterans owed proper benefits and medical care. They 
deserve a customer experience that compares to—or exceeds—that of leading private 
sector organizations, yet most Federal services lag behind the private sector. 

• Stewardship: Effective stewardship of taxpayer funds is a crucial responsibility of 
Government, from preventing fraud to maximizing impact. Taxpayer dollars must go to 
effective programs that produce results efficiently. For example, the 2019 Budget 
conservatively projects that $187 billion in savings can be achieved over the next decade 
through the 



Private Sector vs. Public
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Private Public

Announcement Wish List Minimums

Meeting Qualifications Flexible Must Meet All

Keywords Useful Once Repetition is Helpful

Experience Generalized Specific

Accomplishments Less More

Detail Straight to the Point Building a Picture

Length 1-2 page No Limit *

Look Visually Appeasing Content, Content, Content

Skills Section Useful Not Useful

Applying One Way Multiple Ways



Job Opportunity Announcement

Recent Graduates

GS 07 - 09

JA-2018-17-RG

Few vacancies in the following locations:

Washington DC New York, NY

5



Duties
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Responsibilities

777
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Who May Apply
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Requirements
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Qualifications
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Qualifications
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Additional Information
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How You Will Be Evaluated



Occupational Questionnaire

Which of the following best describes your experience verifying the accuracy of computations
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Required Documents



Benefits
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How to Apply



Contact Information



Next Steps



3 Sections

• Job Opportunity Announcement (JOA) 
sources:

– Qualifications  

– Occupational Questionnaire

• Linked from the JOA

– Duties

• Responsibilities
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Your Résumé

• Your résumé:

– Your best marketing tool

– Communicates your qualifications  

– Shows you can provide immediate results  

– Should be tailored for each job

– Has no page limitations

– Is your first and often only impression
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Format

• Reverse chronological order:

– Lists your most recent experience first 
then work backwards listing previous jobs

– Include job-relevant paid/unpaid 
experience

– Recommended for Federal résumés
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Resume Information

• General Information Only

• Experience Only

• Experience and Accomplishment 
(Two part answer = IDEAL)
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General Information Only

• Typically a 1 page resume

• Often used on every application

• Provides a vague overview of skills

• Does not capture qualifications
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Experience Only

• Provides experience:
– Amount of experience:

• “Managed an 8 person team over 15 years…”

– Level of experience:

• “Routinely advised and briefed organizational senior 
executives on…”

Note: Repetition is OK  

• Does not provide:
– Why you, over someone else (Accomplishment)
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Experience and Accomplishment
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(Two part answer = IDEAL)



Language Matters

• Before: 
Responsible for planning, executing and 
coordinating special operations mountain 
and desert training. Served as primary 
instructor for all new Soldiers in training.

• After: 
Developed and executed numerous sensitive 
and realistic training courses for nearly 1,500 
personnel annually. Rated as the number 
one instructor over 20 peers on last 3 annual 
performance reports.
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(Two part answer)



What Human Resources Needs

• Completed application

• Proof of:

— Eligibility

— Minimum qualifications with keywords

• Relevant experience (amount/level)

• Questionnaire responses supported on 
resume

• Additional assessments (if applicable)
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What the Hiring Manager Wants

• Immediate results  

• Clear examples of Experience & 
Accomplishment

— Amount

— Level

• Additional relevant experience

• A reason to interview you instead of 
others
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Information

• Personal sources:

— Former job descriptions

— Supervisory reviews and feedback 

— Transcripts

— Course feedback

— Military honors

— Awards and recognition

— Customer acknowledgements

— Survey results
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Information

• Think outside the box

— Leadership roles in social organizations

— Volunteer experiences

— Projects 

— Professional/Academic challenges or 
successes

— Special assignments

— Travel experiences
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Translate
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MIL2FEDJOBS
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MIL2FEDJOBS
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Process

• 3 steps:

– Review

• Understand the requirements

• Select in or select out 

– Identify

• Find keywords and phrases

• Highlight   

– Align

• Place information into bullets

• Match personal experiences/accomplishments
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Grade Level or Equivalent
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GS-7 applicants must have one (1) year of graduate-level education or superior academic 
achievement or one (1) year of specialized experience equivalent to at least the GS-5 
level.  Specialized experience includes, but is not limited to, performing routine technical 
accounting assignments, and assisting in the verification of reports against source 
accounts; reconciling bank and other accounts; verifying cash receipts and disbursement 
vouchers; verifying the accuracy of computations; and assisting in the preparation of basic 
audit work papers.



Review
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Identify
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Align
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Align
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Align
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Align
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Align
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Align
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Align
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Align
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Align
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Align
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Align
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Questionnaire
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Résumé Summary

• Highlight your knowledge, skills, 
abilities and experience as it relates to 
the job.  

• Use keywords/phrases or short sentences

• Paint a picture

• Include your security clearance, if applicable

• Complete only after you have listed all of your 
experience and accomplishments
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USAJOBS

• Special hiring authorities:

— Veterans Recruitment Appointment (VRA)

— Veterans 30% or more disabled

— Disabled veterans who completed VA 
training

— Schedule A for people with disabilities

— Military Spouse

— Certain former overseas employees

— AmeriCorps VISTA, Peace Corps

• Sensitive information and photographs
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USAJOBS Account – Résumé Builder
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USAJOBS Account – Résumé Builder
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USAJOBS Account – Résumé Builder

JA-2018-17-RG
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Experience

56



Education
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Education
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References
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Other Qualifications
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Other Qualifications
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Cover Letter

• Highlights experience

• Allows compelling language

• Optional



Additional Tips

• Write in plain language

• Show specialized experience

• Avoid acronyms

• Use spelling and grammar checks

• Have someone review

• Apply early as some JOAs limit the 
number of applications accepted
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Questions
Email: Outreach@opm.gov
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