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Housekeeping

Learn More

Check out the 
Resources tab for 
additional 
information and 
resources specific 
to this session.

Exhibit Hall

Head to the 
Exhibit Hall in the 
main environment 
to view all of our 
booths and 
download 
resources.

Networking

Connect with your 
fellow govies in 
the Lobby chat in 
the main 
environment.

Get Answers

Submit your 
questions using the 
Q&A or Chat tab at 
the bottom of your 
console. The Q&A 
tab is also where 
you can submit 
technical 
questions.

On-Demand

We will email a link 
to the on-demand 
version tomorrow. 
Email us at 
nextgen@govloop.com
if you have any 
questions.



CPE Info

Attend this live online 
training for the full duration

Take the polls throughout 
the live training. These will 
appear as a pop-out window 
on your screen. Click your 
response and hit submit.

Complete the evaluation. 
It can be found in the 
resource module on this 
training and in the Resource 
Center in the main 
environment.



Kathryn Troutman
President and Founder
Resume Place, LLC
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STRATEGY 01 Write Your Federal Resume Outline Format

Kathryn Troutman, Instructor, Author
Samples in the book are in this presentation from the Federal Resume 
Guidebook, 8th Edition
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Write Your 2-Page Skills-
Based Federal Resume
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Write Your 2-Page Skills-Based Federal Resume

01
Write Your 2-Page 
Skills-Based Federal 
Resume
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STRATEGY 01 Write Your Federal Resume Outline Format
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Federal Resume Requirements Have Changed

Federal Resume Requirements 
Have Changed
Federal Resume is
NOT:

• Private Industry 
Resume

• 5 or 10 or 20 pages

• Big Block Resume

• Hard to read

• Non-Chronological

Federal Resume IS:
• 2 Pages Maximum
• Skills-Based
• Searchable
• Keyword-Rich
• Accomplishment-

Focused

Merit Hiring Plan memo dated May 29, 2025 - This will make resume review easier 
and make it easier for employees to move between private and Federal sectors.
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STRATEGY 01 Write Your Federal Resume Outline Format

STRATEGY 01 Write Your Federal Resume Outline Format

Federal Resume MUST Also 
Include

Month and year of each job you held for at least the last ten years 

Hours per week for jobs for the last 10 years

City, state of employers for at least 10 years

Education with hours completed (if required)

Majors and colleges with city, state, and zip code (if required) 

Training

Critical: These compliance elements are non-negotiable - federal resumes must show "anchors" of 
date and time
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STRATEGY 01 Write Your Federal Resume Outline FormatLet’s look at a two samples of

Let’s look at a two samples of
Before – 5-page and 
After - 2-page
Federal Resume Excerpts

Milton – at GEICO, seeking to work for FEMA 
Jenny - Housing, Navy, Naples, seeking promotion 
same location

Two Page One Formats
1. Profile and Competencies
2. Profile and Professional Experience

From the 8th Ed. of Federal Resume Guidebook.
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STRATEGY 01 Write Your Federal Resume Outline Format
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STRATEGY 01 Write Your Federal Resume Outline Format
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STRATEGY 01 Write Your Federal Resume Outline Format
Before: 5-page Outline Format

Before: 5-page Outline Format

Paragraph 
format from 
the 5-page 
Federal 
Resume

Paragraphs 
are too long
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STRATEGY 01 Write Your Federal Resume Outline Format

STRATEGY 01 Write Your Federal Resume Outline Format

2-Page Federal Resume

Job Block 1 on 
Page One 
Accomplishments 
before Duties

Easy to see,
Impressive!

Sample 1 –
2-Page Federal 
Resume – MORE 
Keywords!
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STRATEGY 01 Write Your Federal Resume Outline Format

STRATEGY 01 Write Your Federal Resume Outline Format

Work History
Continues !

Sample 1 –
2-page Federal
Resume
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STRATEGY 01 Write Your Federal Resume Outline Format

STRATEGY 01 Write Your Federal Resume Outline Format

Six Core Competencies for a Housing Management Specialist
1. Quality Assurance & PAR Housing Inspection Oversight
You are responsible for inspecting completed housing maintenance projects, ensuring compliance 
with standards of adequacy, program requirements, and contract specifications. This competency 
reflects your ability to enforce performance standards and apply Performance Assessment 
Representative (PAR) procedures effectively.
2. Regulatory Interpretation & Eligibility Determination for Housing Laws
You routinely use federal, state, and local housing laws, along with DoD/Service-specific regulations, 
to determine eligibility and authorized housing assignments. This competency demonstrates your 
expertise in applying complex policy frameworks to real-world housing decisions.
3. Analytical Assessment & Program Evaluation for Housing Operations
The role requires analyzing housing operations and maintenance expenditures to forecast future 
program needs. This competency highlights your ability to evaluate data, identify trends, and support 
strategic planning for military housing programs.
4. Resident Relations & Conflict Resolution
You resolve complex unaccompanied and family housing issues, including resident concerns and 
complaints. This competency showcases your skill in problem solving, diplomacy, and maintaining 
resident satisfaction while upholding policy.
5. Counseling, Advising & Customer Service
You counsel inbound and outbound personnel on policies affecting pay, allowances, entitlements, and 
housing eligibility. This competency reflects your ability to communicate clearly, support service 
members during transitions, and deliver high-quality customer service.
6. Administrative Coordination & Housing Program Management
The announcement references clerical support functions, facilities maintenance coordination, and 
overall housing management. This competency captures your ability to manage documentation, 
coordinate with maintenance teams, and ensure smooth, compliant housing operations.
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STRATEGY 01 Write Your Federal Resume Outline Format

Explore more 
Before and After 

resumes!
pp. 19-27

Paragraph
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format 
from the 
5-page 
Federal 
Resume

5-Page Federal Resume – Page OneOutline
Format

5-Page Federal Resume – Page One Outline
Format
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STRATEGY 01 Write Your Federal Resume Outline Format
Current: 2-Page Profile and Experience StartsSTRATEGY 01 Write Your Federal Resume Outline Format

Current: 2-Page Profile and Experience Starts

2-Page
Searchable Skills-Based
Federal Resume

Sample 2 – 2-page 
Federal Resume !
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STRATEGY 01 Write Your Federal Resume Outline Format

STRATEGY 01 Write Your Federal Resume Outline Format

2-Page 
Searchable 
Skills-
Based 
Federal 
Resume

Sample 2 
– 2-page 
Federal 
Resume !
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STRATEGY

02
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How Many 
Hats Do You 
Wear AT Work?
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STRATEGY 02 EXERCISE: How Many Hats do you Wear at Work?
Hats You Wear Build the
Skills-Based Format – These are the hats for the Law Enforcement Specialist.

Hats You Wear Build the
Skills-Based Format – These are the hats for 
the Law Enforcement Specialist.

Supervisory Law Enforcement Specialist, GS 14

LAW ENFORCEMENT LEADERSHIP & SUPERVISION

© 2020, The Resume Place, Inc. | www.resume-place.comp. 32

FEDERAL FACILITY SECURITY & PROTECTION 

CRIMINAL INVESTIGATIONS & ANALYSIS

CRISIS MANAGEMENT & EMERGENCY RESPONSE

FACILITY SECURITY ASSESSMENT & TECHNICAL 

COUNTERMEASURES

The “hats” are 
the Outline/Skills 
for your resume. 
A very important 
section of the 
resume.

See Example- Next Page
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STRATEGY 02 EXERCISE: How Many Hats do you Wear at Work?

STRATEGY 02 EXERCISE: How Many Hats do you Wear at Work?

Hats You Wear will Become your 
Skills-Based Resume Format

Sample 4 – 
2-page 
Federal 
Resume
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STRATEGY 02 EXERCISE: How Many Hats do you Wear at Work?

STRATEGY 02 EXERCISE: How Many Hats do you Wear at Work?

Building a Skills-Based Resume
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Use Keywords to 
Match a Vacancy 
Announcement

http://www.resume-place.com/
http://www.resume-place.com/
http://www.resume-place.com/


STRATEGY 03 Use Keywords to Match a Vacancy Announcement
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What makes a “keyword”?

What makes a “keyword”?

A keyword is critically important to the job. 

Summarizes job actions or identifies scope. 

Competencies needed for the job.

Often include knowledge, skills and abilities.

p. 38

Identifying 
keywords requires 
analysis and you 

will get better with 
practice!

The May 29 Memo stated that there will be more HR 
Talent SEARCHING in USAJOBS, which means Keywords 
will be very important to match your resume toward the 
announcement!
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STRATEGY 01 Write Your Federal Resume Outline Format
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Use Keywords to Get "Qualified" in the Search

Use Keywords to Get "Qualified" in 
the Search
Find Keywords in Two Key Areas:

• Qualifications Section: Required "specialized 
experience"

• How You Will Be Evaluated: Additional KSAs and 
competencies

What makes a keyword?

• Critically important to the job

• Summarizes job actions or identifies scope

• Competencies needed for the job

http://www.resume-place.com/
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STRATEGY 03 Use Keywords to Match a Vacancy Announcement

STRATEGY 03 Use Keywords to Match a Vacancy Announcement

Using Keywords in 
Work Experience
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STRATEGY 03 Use Keywords to Match a Vacancy Announcement

STRATEGY 03 Use Keywords to Match a Vacancy Announcement

Sample 5
2-Page Federal 
Resume with 
Summary and 
Professional 
Experience with 
Achievements 
written before 
Duties.
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STRATEGY 03 Use Keywords to Match a Vacancy Announcement

STRATEGY 03 Use Keywords to Match a Vacancy Announcement

Sample 5
Page 2 – 
Professional 
Experience 
continues!
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04
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04
Tell Your 
Accomplishment 
Stories?
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STRATEGY 04 Tell Your Accomplishment Stories

Question for the class:

Question for the class:

What is the difference
between an “accomplishment” 

and a “duty”?
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STRATEGY 04 Tell Your Accomplishment Stories

Write 8 to 10 Words about
a Study or Project that will become an Accomplishment on your resume.

Write 8 to 10 Words about
a Study or Project that will become an 

Accomplishment on your resume.

•

•

•
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STRATEGY 04 Tell Your Accomplishment Stories

Why include accomplishments?

Why include accomplishments?

• Accomplishments demonstrate our skills and 
experience

• They add interest (you want your resume to be 
interesting – so that the HR manager will want to 
meet you and talk to you)

• Show your added value

• Can increase your score/rating

• Prove you are the most qualified
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STRATEGY 04 Tell Your Accomplishment Stories
Accomplishments are stories

Accomplishments are stories
Tell your stories with a short CCAR –
Context, Challenge, Action, Results Format - 2 examples; 2 styles of writing

With 6-month lead to meet cert standards, managed annual scheduling of 450+ classes 

delivering programs to support military families and mission readiness with 100% accuracy.

As Work and Family Life Program Supervisor, I managed annual scheduling of 450+ classes 
across two FFSC  locations with 6-month lead time. Successfully delivered programs 
supporting military families and mission readiness with 100% accuracy to certification 
standards.
++++++++++++++++++++++++

• As President of The Rising 6 (01/2021-12/2022), established 507th Air Refueling Wing's first 

junior enlisted council; held 24 meetings with 300+ attendees, food drive, and fundraiser.

• As President of The Rising 6 from 2021-2022, I established the 507th Air Refueling Wing's 
first junior enlisted council from the ground up. Successfully conducted 24 meetings with 
300+ attendees while organizing fundraisers, food drives, and the wing's first annual 
kickball tournament.

Two sets of accomplishments. One has personal pronoun. Which one do you like?
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STRATEGY 04 Tell Your Accomplishment Stories
Get started writing with the CCAR format –
Context, Challenge, Action, Results

Get started writing with the CCAR format –
Context, Challenge, Action, Results
And prepare for the Interview!

Context:

• What position did you hold at the time of this accomplishment?

o Specify your title and role.

• When did it take place? Give beginning and end dates.

• What circumstances surrounded the undertaking?

o Describe internal factors like policies, stakeholders, and 

funding, but also any external factors, like other 

organizations, market conditions, and/or political climate.

• How/why did you get involved?

• What was the “before” state?
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STRATEGY 04 Tell Your Accomplishment Stories

CCAR

CCAR
Challenge:

• What was the principal undertaking?

• What made this stand out as an accomplishment, something more than 

business as usual, beyond your typical duties and responsibilities?

o Examples: The challenge was unprecedented; and/or it called for 

significant procedure changes; and/or it involved challenging 

people; and/or there were tight time, financial, or manpower 

constraints; and/or the outcome would have high visibility?

• How did the problem call upon your particular skills and competencies?

o Examples: customer service, technical expertise, problem solving, 

resilience, mentoring, problem solving, relationship management.
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STRATEGY 04 Tell Your Accomplishment Stories

CCAR

CCAR
Action

• What did YOU do? Enumerate actions you took in chronological order.

Use “I” statements only.

• If you did something as part of a team, how was your work essential to

team success?

• Important: Actions must clearly address elements of the challenge. If 

you list an action here that doesn’t refer back to part of the challenge, go 

back and revise the challenge area to include it.

o For example, if you found a new funding source for the 

undertaking, but you didn’t mention lack of funding in the 

challenge, go back and add it.
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STRATEGY 04 Tell Your Accomplishment Stories

CCAR

CCAR
Results:

• What outcome(s) followed from your actions? What was the “after”

state?

• Whenever possible, quantify results with specific metrics—dollars 

saved, number of people trained or hired, survey scores improved, 

amount of time saved, etc.

• Did the results have a lasting impact?

• Was your work adopted as a new SOP or best practice, either internally 

or externally? Was it copied by others? Were you asked to teach it to 

others?

• Did you or your team receive any recognition or award(s)?
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STRATEGY 04 Tell Your Accomplishment Stories

SHORT CCAR – 2nd

SHORT CCAR – 2nd
SENIOR NOAA SCIENTIST –
KEY ACCOMPLISHMENT - A STORY – FOR A 2- OR 3-PAGE RESUME
• As the program lead for the Hawaiian monk seal program at the Pacific Fisheries 

Science Center in Honolulu, I spearheaded the transformation of the monk seal 
conservation effort from a monitoring initiative to a world-c lass  conservation 
program.

• The Hawaiian Monk Seal, one of the most endangered species, had been in decline 
since the 1970s, and its extinction was well-documented.. After declining for more 
than 50 years, the Hawaiian Monk Seal population has been steadily increasing in 
recent years, a testament to the succe ss of the transformative conservation 
program I led.

- OR – super short:
As program lead for Hawaiian Monk Seal program [at Pacific Fisheries 
Science Center, drop this if it's in job header] I spearheaded  transformation 
effort from monitoring to world-class  conservation program, driving steady 
[metric% or #] increase from [date] to {date].

Used with permission by this NOAA Scientist.
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05
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05
Add Your Core 
Competencies
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STRATEGY 05 What are Your Core Competencies
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What is a Core Competency?

What is a Core Competency?

Look back at your 
Accomplishment Story.

• What are you good at?

• What skills and personal 
qualities does your story 
demonstrate?

Core competencies are 
the value you ADD to 
any job. They are the 

part of your application 
which is uniquely YOU.

p. 56
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STRATEGY 01 Write Your Federal Resume Outline Format
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Core Competencies - Your Unique Value Proposition

Core Competencies - Your 
Unique Value Proposition

What is a Core Competency? Core competencies are

the value you ADD to any job. They are uniquely YOU.

Essential Federal Competencies (Choose 5):

• Customer Service (HUGE in government!)
• Essential to mission achievement
• Responsive to customer needs

• Interpersonal Effectiveness
• Builds positive relationships
• Handles conflicts effectively

• Organizational Stewardship
• Develops leadership opportunities
• Manages resources effectively
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STRATEGY 05 What are Your Core Competencies
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STRATEGY 05 What are Your Core Competencies
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STRATEGY 01 Write Your Federal Resume Outline Format

STRATEGY 01 Write Your Federal Resume Outline Format

Your Core Competencies will Become Searchable Skills
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Experience
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Writing Your 
Work 
Experience
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STRATEGY 06 Writing Your Work Experience
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The Federal Hiring Process

The Federal Hiring Process

Your resume has two audiences:

1. Human Resources
• Are you eligible?

• Do you meet minimum qualifications?

• How do you rank compared to other candidates?

2. The Selecting Official
• Do you have desired qualifications?

• How do you rank compared to other candidates?

• Are you a good fit?

p. 76
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STRATEGY 06 Writing Your Work Experience

Before – 5 
pages, big 
paragraphs
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STRATEGY 06 Writing Your Work Experience

Paragraphs 
are great for 
the 5-page 
resumes
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STRATEGY 06 Writing Your Work Experience

STRATEGY 06 Writing Your Work Experience

After – 2 pages! Summary / Work History with Accomplishments before Duties

Sample 
8 -
2-Page 
Federal 
Resume
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STRATEGY 06 Writing Your Work Experience

Page 2: Education / Cert / Tech Proficiencies

Sample 9 
2-Page 
Federal 
Resume
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Edit Carefully

07
Edit Carefully

07
Edit Carefully
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STRATEGY 07 Edit Carefully

Words to Avoid

Words to Avoid
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STRATEGY 07 Edit Carefully

Verb tenses
Present tense for current responsibilities, past tense for past responsibilities
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STRATEGY 07 Edit Carefully

When to use “I”

When to use “I”
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STRATEGY 08 Pay Attention to Document Design Formatting

Why pay attention to design?

Why pay attention to design?

The first thing readers “see” is the design of your 
document. If your resume doesn’t look professional 
and is difficult to read, your credibility will suffer.

Follow the HATS formula for the Skills-Based Resume
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How we address “SKILLS”

How we address “SKILLS”

Headings: Use the outline format 

Access: Use ALL CAP keywords 

Typography: Only professional fonts

Space: Use white space between shorter paragraphs

• Does the design of your resume help clarify your
qualifications or hide them?

• Does the design of your resume help you stand out 
while still representing your professional persona?
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STRATEGY 08 Pay Attention to Document Design Formatting
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Four Questions with All Applications
Going forward, to implement Executive Order 14170, all Federal job vacancy 
announcements graded at GS-05 or above will include four short, free-response essay 
questions:

1. How has your commitment to the Constitution and the founding principles of the 
United States inspired you to pursue this role within the Federal government? Provide a 
concrete example from professional, academic, or personal experience.

2. In this role, how would you use your skills and experience to improve government 
efficiency and effectiveness? Provide specific examples where you improved processes, 
reduced costs, or improved outcomes.

3. How would you help advance the President’s Executive Orders and policy priorities in 
this role? Identify one or two relevant Executive Orders or policy initiatives that are significant 
to you, and explain how you would help implement them if hired.

4. How has a strong work ethic contributed to your professional, academic or personal 
achievements? Provide one or two specific examples, and explain how those qualities would 
enable you to serve effectively in this position.
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No AI for the Questions with All Applications

No AI for the Questions 
with All Applications

But think about them ahead of time –
200 words per question.
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New 8th Edition!

New 8th Edition!

Your chances of Best Qualified or 
being found by an HR Talent Searcher 
are VERY GOOD!

Because:
• Your resume is 2 pages
• Includes keywords, core competencies, accomplishments
• All of the required compliance information
• Technical skills
• Readable format
• Page One Is Organized: to feature critical information:
• Achievements, Core Competencies, Technical Skills

Page One Is Very Important.
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Good luck and write if you need help!

Good luck and write if you need help!

One hour review and consultation / assessment is $210.
Writing to complete the project is quoted 
based on the project. THIS IS A FANTASTIC 
INVESTMENT IN YOUR NEXT CAREER MOVE!

RP Writers have been writing Federal 
resumes since 1996! We are here to 
help you get Best Qualified Interviewed 
and Selected.

Kathryn Troutman, President, Resume Place, Inc., 
And Author, Federal Resume Guidebook, 8th Ed.
Copyright 2026, Kathryn Troutman, Resume Place, Inc. 
Do not email, post, share, print.
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Thank You to Our 2026 NextGen Sponsors



Up Next

Lunch Keynotes from 12:30pm – 1:30pm ET

Inspiring an Unmotivated Team
Laura Walker, Claims Specialist, Social Security Administration

Michelle Felicetta, District Manager, Social Security Administration

Communicating Confidently During Disruption
Dr. Bill Brantley, President and Chief Learning Officer, Brantley Advanced Social Sciences 
Applications
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