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▶ Describe the basic steps of building an effective Federal resume in 
USAJOBS 

 
▶ What to include in a Federal resume 
 
▶ How to write effective sentences 

 

Objectives 
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Building a Resume in USAJOBS 
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Building a Resume in USAJOBS 
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Uploading Resume 
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When you choose to build a resume first thing you’ll need to do is to enter a 
title for your resume. 
 

Using USAJOBS Resume Builder 
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Building a Resume in USAJOBS 
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▶ Volunteer experience counts – include it! 

o Follow the same guidelines to list it as if it were a paying job. (Start/end date, hours 
worked, etc.) 

 
▶ Pay attention to keywords 

o Link language of the job announcement to the language of your resume 
o Highlight your knowledge, skills, abilities and experience as it relates to the job 

 

What to Include in Your Resume 
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https://www.youtube.com/watch?v=8YX7o1PBoFk
https://www.youtube.com/watch?v=8YX7o1PBoFk


What to Include in Your Resume 
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▶ Study Job Opportunity Announcements (JOA) 
◦ Focus on the “requirements,” “skills” or “qualifications” sections of job ads, and 
look for “buzzwords” and desirable credentials for your ideal job 

◦ Show this type of work or experience clearly in your resume 
 

▶ Be Concise 
◦ Does critical information jump off the page? 
 

▶ The Sales Pitch 
◦ Key selling points need to be prominently displayed at the top of the first page of 

the resume and directly address each question asked in the KSA section 



What to Include in Your Resume 
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▶ Use an Editor’s Eye 
◦ A resume doesn’t have to contain every detail of your work experience 
 

▶ Use numbers to highlight your accomplishments 
◦ Numbers are powerful resume tools that will help your accomplishments draw the 

attention they deserve from prospective employers 
 

▶ Think Money 
◦ Think about and articulate ways you’ve saved money, earned money, or managed 

money in your internships, part-time jobs and extracurricular activities 
 

▶ Think Time 
◦ Show that you can save time, make time or manage time  

 



What to Include in Your Resume 
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▶ Expand job history to show your true skills 
o Don’t assume we know what a Biologist does – tell us the specific things you 

actually did. 

 
▶ Don’t limit yourself (on a Federal resume) to one page.  Detail is more 

important than brevity – we want to screen you in, not out, so the more 
detail you provide the better.  

 



▶ Don’t make things up or inflate your accomplishments, level of responsibility, 
or skills 

 
▶ Don’t use job description expressions like “duties included” or 

“responsibilities:” – instead use accomplishment oriented phrases that sell 
you 

 
▶ Don’t  include personal information on your resume, other than contact 

information (e.g. height, weight, age, date of birth, place of birth, marital 
status, ethnicity, health, reason for leaving previous jobs, etc.) 

 
▶ Don’t use the same resume for every job 
 

What NOT to Do or Include in Your Resume 
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▶ Highlight experience 
 
▶ Allow compelling language 
 
▶ Express information that is outside of what you normally include in a 

resume 
 
▶ Optional 

 

Cover Letter 
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Example:  Biological Science Technician Job 
Duties 
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Bio Science Tech Questionnaire  
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For each task in the following group, choose the statement from the list below that best 
describes your experience and/or training. Darken the oval corresponding to that statement in 
Section 25 of the Qualifications and Availability Form C. Please select only one letter for each 
item. 
 
▶A- I have not had education, training or experience in performing this task. 
▶B- I have had education or training in performing the task, but have not yet performed it on the 
job. 
▶C- I have performed this task on the job. My work on this task was monitored closely by a 
supervisor or senior employee to ensure compliance with proper procedures. 
▶D- I have performed this task as a regular part of a job. I have performed it independently and 
normally without review by a supervisor or senior employee. 
▶E- I am considered an expert in performing this task. I have supervised performance of this 
task or am normally the person who is consulted by other workers to assist them in doing this 
task because of my expertise. 

 

Bio Science Tech Questionnaire cont… 
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Lab Assistant 
2009-2010 
Supported Micro biologist’s lab.  
Assisted with lab duties, and input  
data. 
 

 

Sample :  Job Duty and Accomplishments 

Biology Lab Assistant 04/2009-
04/2010-20 hours per week 
Assisted a Specialist with a  Ph.D. in 
Agricultural Microbiology with collecting data 
on nitrogen fixation in corn and soybean plots.  
Charted plot data for further analysis and to 
be incorporated into a scholarly research 
paper for conference presentations. 
 
Accomplishment: 
*Improved collection from handwritten data 
to electronic data, so all data is now 
electronic. 

EXAMPLE NEEDS IMPROVEMENT: 
•Not clear as to what the person did. 
•Does not have hours worked per week, 
or start/end date with months. 
•No way to determine full time or part-
time.   
•Way too vague. 
 GOOD EXAMPLE: shows months, years 

and hours, gives more detail in title, 
detail on work performed, and shows an 
accomplishment. 
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▶ 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. 

 

Language Matters 
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▶ Write in plain language 
 
▶ Show specialized experience 
 
▶ Avoid acronyms 
◦ If you do use them here is an example of how to use one appropriately in a resume:  

U.S. Fish and Wildlife Service (USFWS) 

 
▶ Use spelling and grammar checks 
 
▶ Have someone review it 
 
▶ Apply early as some JOAs limit the number of applications accepted 

Additional Tips 
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▶ Target entry level positions for all US Citizens, GS-05/GS-07 for Bachelors, GS-09 for 
Masters but apply for all levels you are qualified for – sometimes it’s better to get in at a 
lower level on a position with promotion potential (career-ladder position) just to get in. 

 
▶ READ AND FOLLOW INSTRUCTIONS in the vacancy announcement.  You would be amazed by 

the number of applicants who lose consideration for a job because they didn’t read carefully 
and submit the required information. 

 
▶ Keep applying (you are competing against a very large applicant pool, and every vacancy has 

different competitors.)  
 
▶ It takes time, you may apply to many vacancies before you are referred to the selecting 

official. 
 
▶ Keep track of the vacancies you apply for, so when you do get a call for an interview, you will 

have an idea of what job you are interviewing for.   

 
 
 
                                                                        

Final tips  
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https://www.youtube.com/watch?v=bqYkibnuiJU


You may visit USAJOBS’ Help Center where you can find tutorials for using different 
areas of USAJOBS and information about Federal Employment, Applying for Federal 
Jobs, and Job Search, among others. 

 

More Information 
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