


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 goviesin
the Lobby chat in
the main
environment.

g

Get Answers

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

On-Demand

We will email a link

to the on-demand
Version tomorrow.
Email us at
nextgen@govloop.com
If you have any
guestions.
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CPE Info
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Attend this live online
training for the full duration
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2.

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

3=

Complete the evaluation. -

It can be found in the
resource module on this
training and in the Resource
Center in the main
environment.
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STRATEGY Write YourFederaResumeéutlineFormat X
FEDERAL

RESUME
GUIDEBOOK

SEVENTH EDITION

First-Ever Book on Writing a 2-Page Federal Resume

Resume
LU FEDERAL RESUME
Place GUIDEBOOK ™

OPM Published a Merit Hiring Plan: “This Me IH will pro! l]ltl
longform Federal r l!c[llll 11!

THANK YOU FEDERAL EMPLOYEES AND SERVICE MEMBERS

For safeguarding our Agriculture, Commerce, Defense, Education, Environment,
Health, Housing, Interior, Labor, Transportation, and Veterans

KATHRYN TROUTMAN

KathrynTroutman Jnstructor,Author

Samples the bookarein thispresentatiorfrom the FederaResume
Guidebook8th Edition
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FEDERAL

RESUME
GUIDEBOOK

CAREERS / REFERENCE $21.95

R m First-Ever Book on Writing the 2-Page Federal Resume X
Pleascue@ © FEDERAL RESUME GUIDEBOOK

2-PAGE FEDERAL RESUME SAMPLES

PART 1— 6 SUCCESSFUL STRATEGIES FOR WRITING THE 2-PAGE FEDERAL RESUME — 9 SAMPLE RESUMES

Strategy 1 - Write Your Federal Resume in the 2-Page Format — 4 Before & After Case Studies
Jenny - U.S. Navy Housing Specialist, GS-09, seeking Promotion to GS-11
Milton - Private Sector Disaster Insurance, seeking FEMA Emergency Management Specialist, GS-13
James — County Law Enforcement, seeking U.S. Secret Service Criminal Investigator, GS-11
Deborah - Private Sector IT Specialist, seeking DoD IT Specialist, GS-12

Strategy 2 - Strategic Competency Writing - How Many Hats do you Wear at Work?
Carson - U.S. Navy Supply Specialist, GS-11 seeking Promotion

Strategy 3 — Use Keywords to Match a Vacancy Announcement
Evelyn — New Graduate, B.S. Geology, and Outdoor Guide, seeking Park Ranger, GS-05

Strategy 4 —- Maximize Accomplishments in Your 2-Page Federal Resume — 21 Accomplishment Examples
Deb — USDA Contract Specialist, GS-13, seeking Promotion

Strategy 5 — Edit for Maximum Impact in 2 pages
Michael - DHS IT Specialist (INFOSEC), GS-11, seeking Promotion

Strategy 6 — Pay Attention to Document Design and Formatting
Kathleen — U.S. Army Office Automation Clerk, GS-04, seeking Promotion

PART 2 — FEDERAL CAREER CHANGE — 5 SAMPLE RESUMES

Eric - National Guard Veteran / Dr seeking U.S. Navy Materials Handl

Philip — New Graduate, M.S. y seeking Mechanical o Engineer, GS-09
Margaret — U.S. Army Clin

Walter — USAF Deputy Director / Program Director, seeking Priv:

Ann - DoD Contractor, Project Manager, seeking Private Sector

PART 3 — WRITING AN IT SPECIALIST OR DATA SCIENTIST FEDERAL RESUME — 2 SAMPLE RESUMES

g — New Graduate, B.S. Computer Science, seeking IT Specialist, GS-07
Janet — Commerce, Data Scientist, GS-14, seeking Promotion

UT THE AUTHOR Resume
e o o Place

www.Resume-Place.com

7th Ed., w x $21.95
today. The Certified Federal Job Se Trainer” / Certified Fede ISBN 978-1-7334076-8-7

Career Coach’ was founded by Kathryn in 20 the Ten Steps 52195>
to a Federal Job® curriculum to more than 200 military bases globally

Ten Steps

Federal Job'

97781733740768

pp.11-12
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' RESUME
FederaResumdrequirements GUIDEBOOK
HaveChanged
FederalResumas FederaResumds:

NOT: a5
APrivatelndustry A 2 Pageaximum
Resume ﬁ SkIIISI?]aSb?d
A5 or 10 or 20 pages A Searchable
ABigBlockResume KeyworaRich
X A Accomplishment
AHardto read - o cused

ANon-Chronological

Merit Hiring Planmemodated May 29, 2025- Thiswill makeresumereview easier
and makeit easierfor employeesto movebetweenprivate and Federalsectors.
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FederaResumavlUSTAIso GUIDEBOOK
Include

Month andyearof eachjob you heldfor at leastthe lastten years

Hoursperweekfor jobsfor the last10years

City,state of employersfor at least10years

Educatiorwith hourscompleted(if required)

Majorsandcollegeswith city, state,andzipcode(if required)

Training

Critical: Thesecomplianceslementsarenon-negotiable- federalre sumesanustshow"anchors"of
dateandtime
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[ S lbdkatatwo sampleof SHES NS
Beforec 5-pageand

After- 2-page

FederaResuméd=xcerpts

FEDERAL

Milton ¢ at GEICGseekingo workfor FEMA
Jenny- HousingNavy ,Naplesseekingoromotion
samelocation

TwoPageOneFormats
1. ProfileandCompetencies

2. ProfileandProfessiondExperience

Fromthe 8 Ed.of FederaResumé&suidebook.

pp.11-12
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SEVENTH EDITION

SUPERVISORY EMERGENCY MANAGEMENT
SPECIALIST (RECOVERY)

DEPARTMENT OF HOMELAND SECURITY
Federal Emergency Management Agency
Regional Offices, Region Three, Recovery Division, Public Assistance Branch

Pay Scale & Grade: IC-13
Al Prompt

‘I am a jobseeker, please review and analyze the below job announcement and provide 8 core capabilities that | would

perform as an employee. When you generate an answer, explain the reasoning and assumptions behind your answer."

In this position, you will serve as a Supervisory Emergency Management Specialist (Recovery) with Region Three

Recovery Division, Public Assistance Branch. Knowledge of: Robert T. Stafford Disaster Relief and Emergency

Assistance Act

Typical assignments include:

* Overseeing staff who perform substantive mission-oriented work in a FEMA region

* Serving as a senior level advisor to regional recovery staff and leadership concerning policy issues dealing
with assisting individuals and/or communities by providing disaster support and delivering disaster assistance
resulting from intentional and/or unintentional crises, disasters, other humanitarian emergencies, hazards
or natural and man-made/technological (chemical, biological. radiological. nuclear, high-yield explosives)
incidents

* Managing and directing regional recovery operations during a crisis incident, or disaster

* Providing coordination, guidance, and assistance to major regional activities to ensure the capability to continue
essential functions

* Developing and implementing emergency management standards, regulations, practices, training. and
procedures to recover from hazards, threats, and crises; assures that assessments adequately determine
needed and available resources (e.g. technical expertise, equipment, and infrastructure) and capacities

p.17
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Core Capabilities for Supervisory Emergency Management Specialist (Recovery)

| | ] p.17

Capability

1. Crisis Response &
Disaster Recovery
Leadership

2. Policy Interpretation &
Advisory Support

3. Staff Supervision &
Operational Oversight

4. Continuity of Operations
(COOP) Planning &

Support

5. Intergovernmental
Coordination for Disaster
Assistance

6. Resource Needs
Assessment & Allocation

7. Emergency Management
Program Development

Reasoning & Assumptions

The role includes managing regional recovery operations and leading
disaster assistance teams. Assumes high competency in emergency
response coordination, decision-making under pressure, and adapting to
unpredictable field conditions.

Serving as a senior advisor on policy matters involving intentional/
unintentional crises and various hazard types (CBRNE) requires fluency in
emergency management statutes, especially the Robert T. Stafford Act.
Assumes skill in translating federal policy into operational guidance.

Overseeing mission-driven teams and monitoring progress demands
performance management, task prioritization, and personnel development.
Assumes ability to delegate effectively and conduct feedback-based
evaluations.

Providing guidance to ensure continuation of essential functions aligns
with COOP and Continuity of Government (COG) frameworks. Assumes
understanding of critical infrastructure, interagency coordination, and
business process redundancy.

Delivering support in partnership with tribal, state, and local governments
reflects stakeholder engagement and diplomacy. Assumes comfort in multi-
level governance settings and interagency negotiation.

Assessing technical, equipment, and infrastructure needs post-crisis signals
capacity in logistics planning. surge support analysis. and operational
resource mobilization. Assumes access to assessment frameworks and
data-driven prioritization tools.

Designing recovery standards, regulations, training, and procedures implies
strategic program planning skills. Assumes familiarity with federal doctrine
(e.g.. NIMS, ICS), instructional design, and implementation monitoring.

* Jk Kk
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RESUME
GUIDEBOOK



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

STRATEGY Write YourFederaResumeéutlineFormat

Before:5-pageOutlineFormat

p.17

Milton

PROFILE

Dedicated insurance agent with 18 years of experience in insurance sales, underwriting and claims
management. Consistently achieved high customer satisfaction ratings. Strong understanding of insurance to
effectively manage a team to meet customer expectations.

PROFESSIONAL EXPERIENCE

AUTO DAMAGE FIELD CLAIMS SUPERVISER 02/2016 to Present
GEICO 40 hours per week
3535 W Pipken Rd, Lakeland, FL 33811 $64,900 per year

Supervisor: John Smith (202) 222-2222 Please do not contact.

GEICO is the second largest auto insurer in the United States and provides coverage for more than 24 million
motor vehicles owned by more than 15 million policy holders. In my role as an Insurance Claims Supervisor,
I oversee a 10-member team of field adjusters and office-based insurance agents, focusing on auto damage
claims while also providing products insuring personal and commercial property.

FRONT-END SUPERVISION & TRAINING: Deliver training and support to adjusters in the field to provide
excellent claims service. Ensure agents in the office professionally and courteously serve customers coming
into the office looking for insurance products.

COMMERCIAL CLAIMS PROCESSING: Process claims for commercial customers, including property
management companies. Conduct claims process in accordance with commercial-specific guidelines, such

as requiring claimants to obtain repair estimates from multiple vendors, who are then vetted for sufficient
coverage, insurance and bonds to ensure estimate integrity and guard against overcharging. Issue payment via
two-party check to avoid fraud. Communicate with customer and vendors throughout process.

FLOOD INSURANCE / NATIONAL FLOOD INSURANCE PROGRAM (NFIP): Maintain current
knowledge of NFIP. Routinely interact with the local county flood department for any changes in the flood
zone for individual risks. Obtain elevation certificates for customers that require flood coverage per the
mortgage carrier and help customers understand both the requirement and all of its protections. Handle auto
and property claims including damage from flooding due to storms and other circumstances.

Paragraph
format from
the 5-page
Federal
Resume

Paragraphs
aretoo long

*

FEDERAL

RESUME
GUIDEBOOK

SEVENTH EDITION
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MILTON SMITH RESUME
|Addrlcss| |.»;d‘drcss| GUIDEBDDK
[Cell:] » | Email:]
Eligible for Schedule A

PROFESSIONAL SUMMARY

Results-driven Insurance Claims Supervisor and Strategic Advisor with 18+ years of comprehensive

experience in insurance sales, underwriting, and claims management. Proven track record leading high-

performing tcams while maintaining exceptional customer satisfaction ratings. Expert in crisis response

commercial claims processing, flood insurance programs, and emergency response operations. Highly Sam pl e :Ic
skilled in managing complex claims portfolios exceeding $1.2M annually ensuring regulatory compliance

and customer service. Resilient and flexible in urgent deployment conditions and communicating with 2-Pagd:ede ral
disaster survivors. O
TECHNICAL SKILLS ’

Claims Management: Commercial Processing, NFIP Administration, Fraud Prevention, Risk Assessment KeyWO rdSI
Leadership: Crisis Response and Disaster Recovery, Team Supervision, Training Development,

Performance Management

Technical Systems: Claims Processing Software, Automated Feedback Systems, Database Management

Policy Interpretation and Regulatory Compliance: Insurance Guidelines, NFIP Standards, State
Regulations, Documentation

CERTIFICATIONS
National Flood Insurance Program (NFIP) Certification « Insurance Claims Processing Certification
Emergency Response and Crisis Management Training * Customer Service Excellence Programs \] Ob B I OC kl On

PROFESSIONAL EXPERIENCE Pag@ne
Auto Damage Field Claims Supervisor | 02/20]16 - Present

GEICO Insurance | Lakeland, FL Accom pIiShmentS
40 hours per week .
’ beforeDuties

Key Accomplishments:

¢ Disaster Recovery Leadership, Hurricane Irma Emergency Response (2017): Developed and
implemented emergency claims drive program providing immediate relief to affected customers
through mobile processing centers and emergency rental vehicle coordination. Easyo See

¢ Claims Portfolio / Logistics Plans: Processed $1.2+ million in annual claims scttlements with 1
zero fraud incidents while maintaining 100% regulatory compliance. I H |

* Policy Interpretation and Advisor: Disaster survivor advisor on emergency application m preSSIVe .
procedures and financial support

e Continuity of Operations / Process Innovation: Implemented automated client feedback
systems, reducing service cancellations and improving retention rates between months 3-6.

p.17
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Team Leadership & Intergovernmental / Corporate Coordination RESUME
o Supervise |0-member team of field adjusters and office-based insurance agents ensuring GUIDEBDDK

consistent performance standards and professional customer service delivery

o Operational oversight of comprehensive claims operations for GEICO, the nation’s second-largest
auto insurer, serving 24+ million vehicles and 15+ million policyholders.

e Deliver training and support to field adjusters while ensuring office agents professionally serve
walk-in customers seeking insurance products.

e Maintain high customer satisfaction ratings through cffective tcam coaching, quality assurance
processes, and performance optimization.

Samplel ¢
Resource Mobilization for Commercial Claims Processing & Risk Management: am
e Process complex commercial claims for property management companics ensuring compliance 2_pag eFede ral
with commercial-specific guidelines and multi-vendor estimate requirements.
e Implemented two-party check systems and vendor-vetting procedures to prevent fraud and ensure ReS
estimate integrity ume
o Use data-driven information management systems to manage annual claims settlements
exceeding $1.2M including complex property damage cases up to $18K+ per incident.
e Conduct thorough damage assessments for auto and property claims, including storm-related
flooding and collision impacts.

National Flood Insurance Program (NFIP) Expertise:

o Maintain current expertise in NFIP regulations, serving as subject matter expert for flood-related
coverage decisions.

e (Collaborate with local county flood departments to monitor flood zone changes and ensure
accurate risk assessments, .

e Assist customers in obtaining required clevation certificates for mortgage carrier compliance WO rk H |St0 ry
while educating on coverage benefits. .

e Handle comprehensive flood damage claims ensuring regulatory compliance and customer CO ntl n u eg

satisfaction.

Account Manager Underwriter | 02/2015 10 02/2016
Travelers Insurance | Lakeland, FL
40 hours per week

Underwriting and Auditing:

e Assisted agent and insureds with products, pricing and availability for Assigned Risk Workers
Compensation.

o Collaborated extensively with auditors during preliminary and year-end audit processcs.

e Partnered with account executives’underwriters to establish support needs for new and renewal
policies to include identifying and gathering relevant account information to quote and/or bind
the policy and creating exhibits.

e Researched and resolved issues, communicating with brokers, agencies, and internal departments.

¢ Participated in pre-renewal meetings and prepared underwriting/pricing exhibits, including
exposures, experience rating, profit and loss analysis, expense models, and updated account
information.

p.17
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GUIDEBOOK

SEVENTH EDITION

HOUSING MANAGEMENT SPECIALIST

DEPARTMENT OF THE NAVY
Commander, Navy Installations

Pay Scale & Grade: GS-11

Al Prompt

‘Il am a jobseeker, please review and analyze the below job announcement and provide 6 core
capabilities that | would perform as an employee. When you generate an answer, explain the reasoning
and assumptions behind your answer.”

Housing Management Specialist. You will inspect completed maintenance projects to ensure that
all work is completed satisfactorily and in accordance with standards of adequacy and program
requirements. You will assemble facts, evaluate information, and draft reports to resolve housing
problems. You will counsel and advise inbound and outbound personnel on various policies,
rules, and regulations that may affect their pay. allowances, eligibility and entitlements. You will
use guides, regulations, and manuals to determine eligibility and type of quarters required and
authorized.

1) Applying housing management procedures and practices to resolve complex unaccompanied
and/or family housing related problems and issues (i.e. resident concerns, complaints); 2) Analyzing
housing operations and maintenance expenditures to determine future program requirements;

3) Using federal. state and/or local laws governing the use and operation of housing facilities to
develop plans and directives for housing administration; and 4) Applying Performance Assessment
Representative (PAR) procedures, technical knowledge of contract functions and/ or detailed
knowledge of contract specifications to perform PAR inspections.

CLERICAL SUPPORT FUNCTIONS FACILITIES MAINTENANCE HOUSING MANAGEMENT PROBLEM
SOLVING®

p.17 Al Response
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- - - . RESUME
SixCoreCompetencie$or a HousingManagementSpecialist
D Jraled ' GUIDEBOOK

1. Quality Assurance PARHousinginspectionOversight

Youareresponsiblgor inspectingcompletedhousingmaintenanceprojects ,ensuringcompliance
with standardsof adequacyprogramrequirements,andcontractspecificationsThiscompetency
reflectsyour ability to enforceperformancestandardsandapply PerformanceAssessment
Representativd PARproceduresffectively.

2. Regulatorylnterpretation & Eligibility Determinationfor HousingLaws

Youroutinely usefederal,state,andlocalhousinglaws,alongwith DoD/Servicespecifiaegulations,
to determineeligibility andauthorizedhousingassignmentsT hiscompetencydemonstratesyour
expertisein applyingcomplexpolicyframeworksto realworld housingdecisions.

3. Analytical Assessmen& ProgramEvaluationfor HousingOperations

Therole requiresanalyzinghousingoperationsandmaintenanceexpendituredo forecastfuture
programneeds.Thiscompetencyhighlightsyour ability to evaluatedata, identify trends,andsupport
strategicplanningfor military housingprograms.

4. ResidentRelations& ConflictResolution

Youresolvecomplexunaccompanie@ndfamily housingissuesincludingresidentconcernsand
complaints.Thiscompetencyshowcasegour skillin problemsolving diplomacyandmaintaining
residentsatisfactionwvhile upholdingpolicy.

5. CounselingAdvising& CustomerService

Youcounseinboundandoutboundpersonnelbon policiesaffectingpay,allowancesentitlements,and
housingeligibility. Thiscompetencyreflectsyour ability to communicateclearly,supportservice
membersduringtransitions ,anddeliverhigh-quality customerservice.

6. Administrative Coordination& HousingProgramManagement
Theannouncementeferencesclericalsupportfunctions,facilitiesmaintenancecoordination,and
overallhousingmanagementThiscompetencycapturesyour ability to managedocumentation,
coordinatewith maintenancgeams,andensuresmooth,complianthousingoperations.

SEVENTH EDITION

p.17
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Jenny

Work Experience:
PSC 808 Box 7 Hours per week: 40

FPO, AE 09618 United States Series: 0301 Pay Plan: GS Grade: 9

N&ANaples Housing Office Administrative Support Specialist (This is a Federal job)
07/2015 - Present

Salary: 44,.250.00 USD Per Year

The Housing Department, Fleet and Family Readiness Programs at Commander, Navy Installations
Command, Navy Region Europe, Africa, Southwest Asia (EURAFSWA), Capodichino, Italy, is responsible for
policy development, resourcing and oversight of quality of life programs for Sailors and their families.

ENSURE QUALITY OF LIFE for service members/families by providing adequate and affordable housing
options at NSA Naples, serving 5000+ residents. As Administrative Officer, deal directly with operation-level
managers regarding administrative management.

HOUSING PROGRAM EXPERTISE: Understand mission requirements, program goals and objectives,
regulations/laws/policies/precedents, methods and procedures that govern operations. Analyze, coordinate
and review tasks, projects and organizational goals.

*  Conduct complex housing-related studies to evaluate the impact of changes in regulatory and legislative
requirements. Study structure of the housing operation to improve processes and maximize mission
accomplishment. Prepare Business Case Analysis and Business Process Reviews regarding courses of
action for cost effective renovations for more than 1,000 family units in two years.

PERSONNEL/WORKFORCE MANAGEMENT: Create Requests for Personnel Actions (RPAs), civilian
reports and other documents in Defense Civilian Personnel Data System (DCPDS) and Total Workforce
Management System (TWMS). Prepare/process all personnel actions for department, ensuring requests are
processed promptly and appropriately.

»  Position Creation — We needed 2 new positions, 1 in Showing and 1 in Referral. I created the positions,
obtained approval for them, advertised them, and interviewed and selected candidates. This complex
process took about 1 year, but it filled a need and improved morale among staff.

MARKETING: Design, develop and implement the Housing Marketing Program for proactive internal/
external information distribution. Develop and produce materials, pamphlets and other promotional materials

o 1 - 1 11 s oo - oo oo

*
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JENNY SMITH
PSC 808 Box 7, FPO, AE 09618 | Phone: 000-000-0000 | Email: jenl 1 1{@gmail.com
Military Spouse Eligible for E.O. 13473

PROFESSIONAL SUMMARY

Accomplished Administrative Support Specialist with 9+ years of federal service experience managing
complex housing operations with extensive customer relations with 5.000+ military familics. Expert in
housing program planning, personnel administration, and marketing communications for military
housing. Highly skilled in inspections, improvement management and regulatory compliance, while
maintaining focus on service member quality of life.

SPECIALIZED SKILLS

Program Management: Housing Operations, Regulatory Compliance, Cost Analysis, Strategic Planning
Personnel Systems: DCPDS, TWMS, Federal Personnel Management, Recruitment & Selection
Communications: Social Mcdia Management, Content Development, Public Affairs Coordination
Technical Skills: Microsoft Office Suite, Database Management, Digital Marketing Platforms

PROFESSIONAL EXPERIENCE

Administrative Support Specialist (GS-9) | 07/2015 - Present

NSA Naples Housing Office | Naples, ltaly

Commander, Navy Installations Command, Navy Region Europe, Africa, Southwest Asia
40 hours per week

Housing Program Management & Operations:

e Manage comprehensive housing programs supporting 5,000+ residents at NSA Naples, ensuring
adequate and affordable housing options for service members and families.

e Conduct complex housing studies evaluating regulatory and legislative impacts on installation’s
family units.

e Prepared business case analysis and business process reviews for cost-cffective renovations,
providing strategic recommendations for facility improvements. Ensured quality assurance with
renovations and contractor performance.

e Collaborate dircctly with operational managers on administrative management functions to
maximize mission accomplishment.

¢ Provided resident counseling, problem-solving, and conflict resolution regarding housing
concerns and issues.

Key Accomplishment:

e Conducted complex housing-related studies to evaluate the impact of changes in regulatory and
legislative requirements. Studied structure of the housing operation to resolve problems. improve
processes, and ensure regulatory compliance. Prepared business case analysis and business
process reviews regarding courses of action for cost-cffective renovations for more than 1,000
family units in 2 years.

2-Page
Searchabl&killsBased
FederalResume

Sample2 ¢ 2-page
FederaResumé

*
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SEVENTH EDITION

Page 2 has the remaining job duties with accomplishments, followed by Training and

Achievements & Recognition.

Personnel Administration & Workforce Management:
¢ Create requests for personnel actions (RPAs), civilian reports, and documentation in Defense
Civilian Personnel Data System (DCPDS) and Total Workforce Management System (TWMS).
e Ensure prompt and appropnate processing of all departmental personnel actions and requests,

maintaining regulatory compliance. 2—Page
¢ Improve departmental efficiency and staff morale through strategic workforce development
initiatives SearChabIe
Key Accomplishment: S k I I IS'
o Successfully created, approved, advertised, and filled 2 critical positions (showing and referral Based

specialists) through comprehensive 12-month recruitment process.

Federal
Resume

Marketing & Communications Excellence:
e Decsign, develop, and implement comprehensive Housing Marketing Program for proactive
internal and external information distribution to military families
e Create and produce promotional materials, pamphlets, and informational resources for customer
distribution.

e Collaborate with Public Affairs office and advise management/staff on public affairs issues
rclated to housing and command operations.
Key Accomplishment:

e Enhanced Housing Facebook page content generating 700+ daily views while managing 3+ daily Sal | Ipl é

customer inquiries. 2
-page
TRAINING c p g
e Federal Personnel Management Training Federal

e Housing Program Management Certification

e Admunistrative Support Specialist Professional Development Resu m é

e Military Family Lifc Specialist Training
ACHIEVEMENTS & RECOGNITION

¢ Outstanding Performance: Consistently exceeded performance standards while managing
complex housing operations for 5,000+ military families.

¢ Innovation Recognition: Implemented digital marketing strategies resulting in significant
increase in program visibility and community engagement.

o Leadership Excellence: Successfully managed challenging recruitment processes and personncl
development initiatives

e Customer Service: Maintained high satisfaction ratings through responsive program
management and proactive communication strategics.

p.18
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STRATEGY EXERCISHowMany Hatsdo youWearat Work?

HatsYouWearBuildthe
SkillsBased-ormatc Thesearethe hatsfor
the LawEnforcemenSpecialist.

SupervisonjLawEnforcementSpecialist GS14

LAWENFORCEMENEADERSHEPSUPERVISION
FEDERAEACILITBECURIT&PROTECTION  Theg K | dres &

CRIMINAINVESTIGATIONSANALYSIS the Outline/Skills
for yourresume.

CRISISIANAGEMENE EMERGEN@ESPONSE Averyimportant
sectionofthe
FACILITSECURITASSESSMENITECHNICAL resume.

COUNTERMEASURES

SeeExampleNextPage
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HatsYouWearwill Becomeyour
SkillsBasedResumd-ormat

LAW ENFORCEMENT LEADERSHIP & SUPERVISION

Multi-Jurisdictional Operations — Direct federal facility protection operations across
three major Northern California cities (San Francisco, Oakland, San Jose) ensuring
comprehensive security coverage

Personnel Management — Supervise 21 sworn law enforcement officers, conducting
performance appraisals, personnel actions, training assignments, and disciplinary
measures

Certification & Training Oversight — Ensure all personnel maintain proper guidance,
certifications, and qualifications for uniform law enforcement duties protecting life,

property, and civil rights

FEDERAL FACILITY SECURITY & PROTECTION

Risk Management Implementation — Establish and manage processes for identifying,
assessing, and mitigating risks to federal facilities and personnel

Physical Security Programs — Oversee comprehensive physical security measures
including technical countermeasures, post inspections, and functionality testing
Emergency Response Coordination — Lead emergency procedures and security protocols

ensuring rapid response to threats and incidents

CRIMINAL INVESTIGATIONS & ANALYSIS

Full-Cycle Investigation Management — Conduct comprehensive criminal investigations
from initial crime scene through evidence collection, interviewing, prosecution, and case

disposition

Sampled ¢
2-page
Federal
Resume
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Buildinga SkillsBasedResume

What are the 5 to 7 hats
that you wear in your job?

p.31
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Whatmakesad | S & ¢ 2 NR ¢ N

A keywordis criticallyimportantto the job.
Summarizegob actionsor identifiesscope
Competencieseededfor the job.

Oftenincludeknowledge skillsandabillities

TheMay 29 Memo statedthat there will be more HR |dentifying
TalentSEARCHINGUSAJOB®hichmeanskeywords keywordsrequires
will beveryimportantto matchyourresumetoward the analysisandyou
announcement! will getbetter with

practice!
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UseKeywordgo Get"Qualified'in [
the Search

FindKeywordsin Two KeyAreas:

AQualificationsSection:Required'specialized
experience"

AHow YouWill BeEvaluated:AdditionalKSAsind
competencies

What makesa keyword?
ACriticallyimportantto the job
ASummarizefob actionsor identifiesscope
ACompetencieseededfor the job
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U.S. Army Corps of Engineers WOrk EXperleﬂCe

Program Analyst

DEPARTMENT OF THE ARMY

For the GS-11: One year of specialized experience which includes identifying, managing, and integrating resource
requirements, scope, budgets, schedules, quality, procurement, risk, and customer relationships as required for program
accomplishment; financial management to support project managers of execution of project fiscal responsibilities; review and
development of annual and long-range civil works budget relative to planning, engineering and construction programs;
development of budget estimates and technical justification and review operations to assure maximum utilization of
appropriated and non-federal funds. This definition of specialized experience is typical of work performed at the second lower
grade/level position in the federal service (GS-09).

~r

For the GS-11: One year of specialized experience which includes

IDENTIFY AND INTEGRATE RESOURCE REQUIREMENTS:

Budget, schedule, quality, procurement, risk and customer relations

MANAGE FINANCIAL OPERATION TO SUPPORT PROJECT EXECUTION

Manage scope, budgets, schedules/ Manage financial operations to support project exe
REVIEW AND DEVELOP ANNUAL AND LONG-RANGE CIVIL WORKS BUDGET

Manae planning, engineering and construction programs

DEVELOP BUDGET ESTIMATES AND TECHNICAL JUSTIFICATIONS

Review and development of annual and long-range civil works budget relative to planning,
engineering and construction programs;

p.42
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WALTER W. SINGLETON
111 Madison Ave., San Francisco, CA 90808 / 777-777-7777 [ wwsingleton@gmail.com

PROFESSIONAL SUMMARY

Senior Program Manager with extensive experience in strategic planning, operations analysis, business
requirements planning, human resources management, and organizational development with the U.S.
Military. Record of success establishing vision, strategy and direction for achieving organizational goals
with positive impacts on effectiveness, operational efficiency, and high levels of performance. Expert in
contract management, procurement, logistics, workforce planning, and continuity of operations.

PROFESSIONAL EXPERIENCE
Deputy Director / Program Director, Manpower & Organization Division | 201X - Present
United States Air Force (USAF) | Travis Air Force Base, San Francisco, CA

KEY ACHIEVEMENTS & IMPACT

e Large-Scale Operations Management: Led USAF organization with 94,000+ global staff achieving
operational excellence across 230 locations

e Strategic Transformation Leadership: Successfully managed intelligence agency merger and
establishment of new department involving 18,000+ positions

e Financial Management Excellence: Managed combined budgets exceeding $25M while
achieving cost savings of $206K+ through process improvements

e Human Resources Leadership: Directed comprehensive HR operations supporting 14,000+
military and civilian personnel with measurable performance improvements

e Process Improvement Leadership: Identified 160+ strategic improvements resulting in
Congressional presentations and program optimization.

e Intelligence Transformation: Led seamless transfer of 2 departments involving 18,000 positions
during major organizational restructuring

Strategic Program Management & Operations Leadership: Managed workforce planning, programming,
budgeting, and program management for one of the largest 12 USAF organizations with 94,000 global
military and civilian staff in 230 locations and S8M approved budget.
e Business Process Analysis & Strategic Planning: Assessed business processes and systems
leading implementation of strategic improvements across organizational and HR programs.
e Change Management & Transformation Leadership: Managed start-up of new Continuous
Process Improvement (CPI) office providing strategic business management services to 36
installations for driving CPI and reducing costs.

Samples
2-PageFederal
Resumaeawvith
Summarnand
Professional
Experiencavith
Achievements
written before
Duties.
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Human Resources Director | 201X to 201X RESUME

Davis Monthan AFB | Tucson, AZ

e large-Scale Human Resources Operations: Directed HR programs supporting 4,000 active duty GUIDEB DDK
military personnel and 10,000 civilians and dependents managing comprehensive personnel SEVENTH EDITION
operations. Managed hiring, on-boarding, evaluations, promotions, training & development, and
retention programs while administering facilities operations, resources, and specialized
programs valued at S60M.

e Project Management & Facilities Operations: Led high-profile projects and change management
initiatives that improved quality and delivery of facilities programs serving military personnel,
families, and community. Orchestrated $10M construction project to renovate on-base hotel
providing temporary lodging for transitioning military families while overseeing development
and justification of construction budget and terms.

o Community Relations & Partnership Development: Orchestrated turnaround of golf course
achieving profitability for first time in 5 years through strategic planning and operational

improvements. Samplé

e KEY ACCOMPLISHMENTS: HR Operations Excellence: Successfully managed 14,000+ personnel

across comprehensive HR programs valued at $60M e Cost Savings Achievement: Saved $206K Pag& C
through strategic inventory management and process improvement initiatives ® Project .
Management Success: Delivered $10M construction project on time and within budget while P rOfeSS| On al

maintaining operational continuity

Experience
Human Resources Director | 201X to 201X

USAF, U.S. Military Entrance Processing Command (USMEPCOM) | North Chicago, IL CO ntl n UeS!

e Process Improvement & Quality Management: Evaluated business, management and work
processes implementing comprehensive changes that improved long-range performance,
efficiency, and productivity. Implemented quality assurance procedures and performance
measurement systems ensuring regulatory compliance and operational excellence.

e Budget Management & Contract Administration: Managed multi-million dollar budgets
ensuring optimal resource allocation and regulatory compliance across all operational areas ®
Oversaw contract management and procurement processes for equipment, services, and
operational support requirements.

e KEY ACCOMPLISHMENTS: Recruitment Excellence: Successfully processed 23,000+ new military
recruits maintaining 100% regulatory compliance ® Operations Management: Led 200+ staff
across 4 processing centers managing $5.3M operating budget and $12M+ in contracts ®
Performance Improvement: Implemented process changes improving long-range performance,
efficiency, and productivity across all operations

EDUCATION & CERTIFICATIONS

Master of Arts, Management | University of Maryland | College Park, MD

Bachelor of Arts, Criminology & Criminal Justice | University of Maryland | College Park, MD
Professional Training: * Green Belt (Six Sigma/LEAN) Course — Process Improvement and Quality
Management ¢ TS/SCI Security Clearance — Active Top Secret/Sensitive Compartmented Information
Professional Affiliations: ® Society for Human Resource Management (SHRM)

p.42
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Whyincludeaccomplishments?

AAccomplishmentslemonstrateour skillsand
experience

ATheyaddinterest(youwant yourresumeto be
Interestingg sothat the HRmanagerwill want to
meetyouandtalk to you)

AShowyouraddedvalue
ACanincreaseyour score/rating
AProveyouarethe mostqualified
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Accomplishmentarestories

Tellyourstorieswith a short CCAR
ContextChallengeAction,Resultd~ormat - 2 examples2 stylesof writing

With 6-monthleadto meetcertstandardsnanagednnualschedulingpf 450+classes
deliveringprogramdo supportmilitary familiesandmissionreadinessvith 100%accuracy.

AsWorkand FamilyLife ProgramSupervisor | managedannualschedulingof 450+classes
acrosstwo FFSCQocationswith 6-month leadtime. Successfullgeliveredprograms
supportingmilitary familiesand missionreadinesswith 100%accuracyto certification

standards.
+++++++++

A As Presidentof The Rising 6 (01/202112/2022) established507thAir Refueling Wing's first
junior enlistedcouncil; held24 meetingswith 300+attendeesfpoddrive,andfundraiser.

A AsPresidentof TheRising6 from 2021-2022,1 establishedthe 507th Air Refuelingwing's
first junior enlistedcouncilfrom the ground up. Successfullgonducted24 meetingswith
300+attendeeswhile organizingfundraisers food drives,and the wing'sfirst annual
kickballtournament.

Twosetsof accomplishments.Onehaspersonalpronoun. Whichonedo you like?

p.47
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Getstartedwritingwith the CCARbrmatcg

ContextChallengeAction,Results
Andpreparefor the Interview!

p.49

Context:
1 Whatpositiondid you hold atthetime ofthis accomplishment?

o Specifyyourtitle androle.

1 Whendidit take place®ive beginningand endlates.
1 Whatcircumstancesurroundedheundertaking?

o0 Describanternal factorslike policies,stakeholdersand
funding,butalsoanyexternal factors,like other
organizationsmarketconditionsand/orpolitical climate.

1 How/whydid you getinvolved?
T Whatwas t hestaieBef or e o
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Challenge

1 Whatwastheprincipalundertaking?

1 Whatmadethis standoutasanaccomplishmensomethingnorethan
businessasusual,beyondyourtypical dutiesandresponsibilities?

o ExamplesThechallengevasunprecedentednd/orit calledfor
significantprocedurechangesand/orit involvedchallenging
people;and/orthereweretight time, financial,or manpower
constraintsand/orthe outcomewould havehigh visibility?

1 Howdidtheproblemcall uponyour particularskills andcompetencies?

0 Examplescustomeiservice technicalexpertiseproblemsolving,
resilience mentoring problemsolving,relationshipmanagement.

p.49
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Action

1 Whatdid YOU do?Enumerateactionsyoutookin chronologicalbrder.
Usei |statementsnly.

1 If youdid somethingaspartof ateam,howwasyourwork essentiato
teamsuccess?

1 Important:Actionsmustclearlyaddres&lementf thechallengelf
youlist anactionherethatd o e sefefbackto partof thechallengego
backandrevisethechallengeareato includeit.

o Forexamplejf youfoundanewfundingsourcefor the
undertakingbutyoud 1 dmeotibnlack of fundingin the
challengego backandaddit.
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Results

1 Whatoutcome(sjollowed from youractions®Vhatwasthefi af t er 0
state?

1 Whenevempossible guantify resultswith specificmetric® dollars

saved humberof peopletrainedor hired, surveyscoresmproved,

amountof time savedetc

Did theresultshavea lastingimpact?

Wasyourwork adoptedasa newSOPor bestpractice githerinternally

or externally’AVasit copiedby others2Vereyou askedo teachit to

others?

1 Did youoryourteamreceiveanyrecognitionor award(s)?
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SHORTCAR 2nd o

SENIORIOAASCIENTIST

KEYACCOMPLISHMENASTORY, FORA2- OR3-PAGERESUME

1 Asthe programleadfor the Hawaiianmonksealprogramat the PacificFisheries
ScienceCenterin Honolulu,l spearheadedhe transformationof the monkseal

conservatioreffort from a monitoringinitiative to a world-classconservation
program.

1 TheHawaiianMonk Seal,one of the mostendangeredspecieshadbeenin decline
sincethe 1970s,andits extinctionwaswell-documented..After decliningfor more
than 50 yearsthe HawaiianMonk Sealpopulationhasbeensteadilyincreasingn

recentyears,a testamentto the succe sf the transformativeconservation
programl led.

- ORc supershort:

As programleadfor HawaiianMonk Sealprogram[at PacificFisheries
ScienceCenter,dropthisifit's in job header]l spearheadedtransformation
effort from monitoring to world-classconservationprogram,drivingsteady
[metric%or #] increasefrom [date] to {date].

Usedwith permissiorby this NOAAScientist
p.49
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Whatisa CoreCompetency?

Look back at your
Accomplishmenstory,

AWhatareyougoodat?
: Corecompetenciesre
AWhat skillsand personal PR o e
gualitiesdoesyour story anyjob. Theyarethe
demonstrate? part of your application

whichisuniquelyYOU.
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CoreCompetenciesYour
UniqueValueProposition

Whatisa CoreCompetencyTorecompetenciesare

the valueyou ADDto anyjob. Theyare uniquelyYOU.

EssentiaFederalCompetenciegChooseb):

A CustomerServic HUGEN government!)
A Essentiato missionachievement
A Responsivéo customerneeds

A InterpersonalEffectiveness
A Buildspositiverelationships
A Handlesonflictseffectively

A OrganizationalStewardship
A Developdeadershipopportunities
A Managegesourcesffectively
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Real-World Examples from Federal Employees
Let's look at comprehensive examples from different job series to inspire your thinking.

J

Administrative Professional (G5-0301-11) Current Title: Management Analyst
The hats this person wears:

L

1. Strategic Planner: Develops long-term organizational strategies.
Data Detective: Investigates trends and anomalies in performance metrics.

W N

Process Engineer: Redesigns workflows for maximum efficiency.

Training Developer: Creates and delivers professional development programs.
Policy Interpreter: Translates complex regulations into actionable guidance.
Meeting Facilitator: Leads cross-functional teams through decision-making.
Customer Advocate: Ensures services meet stakeholder needs.

N owv A

Notice how each hat represents a different competency area?
This Management Analyst isn't just "analyzing"—they're contributing in seven distinct ways.

Supply Specialist (G5-2003-11) Current Title: Supply Systems Analyst
The hats this person wears:

1. Inventory Guardian: Maintains accountability for millions in assets.

2. Logistics Coordinator: Orchestrates complex supply chain operations.

2. Systems Administrator: Manages multiple automated supply databases.

4. Customer Service Expert: Resolves urgent supply requests from 100+ units.
5. Compliance Officer: Ensures adherence to Federal acquisition regulations.

©. Process Improvement Champion: |dentifies and eliminates inefficiencies.

/. Emergency Responder: Manages critical supply needs during contingencies.

. © 2020,TheResumePlace)nc.| www.resumeplace.com
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Social Security Administration (SSA) Mission “Deliver quality Social Security services to the public”
Core competencies they value:
{3 Customer Service Excellence: Not just helping people. but showing empathy. patience, and
cultural sensitivity while handling sensitive financial and personal information

) Analytical Problem-Solving: Interpreting complex regulations to find solutions for unique
situations

{2 Communication: Explaining complicated policies in plain language to diverse audiences
£ Integrity: Handling confidential information with the highest ethical standards
) Adaptability: Adjusting approaches based on customer needs and changing policies

What This Means for Your Resume: If applying to SSA, emphasize experiences where you've helped
vulnerable populations, simplified complex information, or improved customer satisfaction. Show warmth
and humanity in your accomplishments.

Department of Defense (DoD) Mission: “Provide military forces needed to deter war and ensure national
security.” Core competencies they value:

Strategic Thinking: Understanding how individual actions support larger mission objectives
Security Awareness: Maintaining operational security and protecting classified information
Leadership Under Pressure: Making sound decisions in high-stakes situations

Technical Expertise: Mastering complex systems and procedures

Team Collaboration: Working effectively in hierarchical and matrixed organizations

VEVEVEVE

. © 2020,TheResumePlace)nc.| www.resumeplace.com
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YourCoreCompetenciesvill BecomeSearchableskills
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