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PREPARING YOUR APPLICATION, RESUME, OR UPDATE

Proper completion of your resume, application, or update is often the most important step in obtaining that new and/or better position.  It is a written document which explains who you are and what you have done, your skills, training, qualification, capabilities, etc.  When you have a resume or application completed to your satisfaction, you should not have to change the basic document.  Your application or resume should reflect all your work experience to the present.  An update provides additional experience, education, or training completed since submission of the original resume or application in your official personnel folder (OPF)

Your resume, application, and/or update are tools used to (1) verify that you are qualified and/or (2) rank your qualifications in order of degree (highly qualified or meeting minimum requirements).  It is usually the first introduction the selecting official has with you, and first impressions are important.  Keep in mind when applying for that new job or promotion the factors that will count are:

*  Experience (All relevant experience, no matter how the experience was

    obtained.)

*  Education (All relevant completed education e.g., degree(s) earned, semester 

    hours and/or quarter hours attained, vocational or trade school completed, etc.)
*  Performance award annotated, if applicable (Copies do not need to be 

    submitted.)

*  Training and Development

*  Outside activities e.g. volunteer experience, hobbies, etc.


*  Appraisals from supervisors, references, and letters of recommendation.


*  Significant Achievements
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