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What is My Resumes?

My Resumes allows you to create, edit, and manage your resumes. 
Let's Start!

To begin, click the My USAJOBS tab near the top of the screen.
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Become a My USAJOBS member

Take control of your job search and career today!

Create Account >>

With your USAJOBS membership, you can:

# Post your resume online
Let recruiters contact you or keep your resume private.

# Apply to Federal government jobs
Find jobs you want and get your rsume in the right
hands

* Receive automated job alerts
Create Job Agents for updates on the latest listings.
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Log In:

You must have a My USAJOBS account to upload documents to the Job Seeker Portfolio.

Enter your username and password in the Username: and Password: fields, then click Log In.

Note: Click Create Account to sign up for free today. 
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Welcome back, Jean Doe!

We have revolutionized the Faderal application process bacauss you can now attach uploadad
documents o your anline application! You can upload up to S differant documents in your oun
persanal document Portfolis for rapaated use, For thoss jobs tht sciept anlin sttachments,
¥ou can send raquestad spplication documants such s DD-214s, SF-50's, and more from your
Portfalio. Click here to get started!
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Click the MY Resumes heading.
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iew | Edit | Duplicate | Delete | Renew
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Click the Create New Resume button.
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USA108S' Resume Builder allows you to create a uniform resume that provides

all of the information required by government agencies. Instsad of creating & Checkouta
multple resumes in different formats, you can build your resume once and bs - Sample Resume

ready for all job opportunities.

Resume Builder Preview AN
etting Starce rience 3. Related nformation 4. Finishin Your Resume.
[ GetiogSarted 2 Eprr ot Wormion 4 FoitiogLs 100 Reme

PLEASE NOTE: Fields wih n asersk (k) ae required iads. __Cick o the € after eah e for more information.

Confidentiality @

Select confidential to hide your contact infarmation, current employer name, and
references from recruiters performing resume searches. Leam more

O confidential @ Non-Confidential

Candidate Information @

Note: If your resume is confidential, this information will not be visible to recruiters




You can preview your resume at any point during the resume building process by clicking the Preview your Resume link in the top right hand corner.
You can choose to make your personal information confidential if you choose.
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Note: If your resume is confidential, this information will not be visible to recruters
performing resume searches. Lear more
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* Last Name

Social Security
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* State/Pro

ce
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* Email
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Candidate Information:

Enter your personal information in the appropriate fields. 
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Selective Service:

Check this box only if you are an adult male born on or after January 1, 1960 and registered for Selective Service between the ages of 18 through 25. 
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Career Level:

The Highest Career Level Achieved field was moved to the to the Getting Started page of the resume builder. This field was created by USAJOBS to assist us in determining if the applicant is eligible to complete an SES formatted resume. If the applicant selects Executive or higher they will be given the option to complete an SES formatted resume. 

Federal employees and persons not interested in creating an SES resume should leave this field blank.

[image: image9.png]SELELT

Are you a U.S.

x Are you @ves Ono

Do you claim =
veterans" Oves ©No  Does this apoly to me?

preference?

Selective Service

[ Check this box if you are an adult male born on or after January 1st 1960, and you
registered for Selective Service between the ages of 18 through 25

Highest Career Level Achieved @

Note: This will change the Career Level on all your resumes.

Experienced (Non-Manager) v

n©®

Federal Employee Informat

* Are you or were you ever a Federal dvilian employee? Oves @ No

(SAVEFORLATERY)) ( NEXT &y )





Federal Employee

Click Yes or No to identify if you are or ever were a Federal civilian employee.

Click next to proceed to the next section.
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Work Experience @

Note: If your resume is confidential, the name of your current employer (indicated by an
end date of "present’) will not be visible to recruiters performing resume searshes. Learn More
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Work Experience:

Enter your work experience in the appropriate fields.

If you do not have any work experience, click the I have no relevant work experience checkbox at the end of the Work Experience section.
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If you select Yes for the “May we contact your supervisor?” section, you will then need to fill out their name and phone number.
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Duties, Accomplishments, and Related Skills:

You can manually type in this section or copy and paste from an existing document.
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Spell Check:

The Spell Check option is located at the end of each section. Click the Spell Check button to check the spelling in your resume. 
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If there are no spelling errors detected, then you will be prompted to close the window. 
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If you did spell something incorrectly, you will be prompted to correct the spelling or ignore the misspelled word.  Select the word you would like to use and then click change. 
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Once complete, you will be prompted to click the OK button to close the Spell Check window.
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Once complete, click the Add Work Experience button
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The work experience has been added. You can go back and edit or delete it at any time.

You can enter additional experience or continue to the next section. 
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Education:

Enter your education information in the provided fields. 
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Once complete, use the Spell Check function if needed and then click the Add Education button.  This will be added to your list of education entries as with the Work Experience section.
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You are also able to add in any Job Related Training you feel appropriate to your resume.  This is a free text field that you can add up to 5,000 characters to.
When complete, click the Next button to go to the next page.
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All information on this page is optional, but may be required for certain jobs.  Check each job announcement for specific instructions.   If you need or would like to add a reference, fill in the required fields and click the Add Reference button.
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You are able to add any Additional Language Skills you may have to your resume.  Use the drop-down menu to select a language and then select your proficiency.  When complete, click the Add Language button.
You can also add any Affiliations that you would like to have appeared on your resume by filling out the two fields and then clicking the Add Affiliation button.
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Enter any publications in which your work has appeared.
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The Additional Information section has been expanded from 3,000 to 20,000 characters to accommodate KSA requirements.  Review each job announcement for specific instructions.
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Note: Including this information will provide recruiters with additional detail on the type of
position you are seeking. It will not exclude your resume from consideration.
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Desired Locations @





Availability:

This information is only used by federal recruiters searching for candidates on USAJOBS
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Note: Including this information will provide recruiters with additional detail on the type of position
you are seeking. It will not exclude your resume from consideration.

Please select the Desired Location(s) you are willing to work in
(For multple locations, hold down the <Ctrl> key (PC) or <Commands key (Mac) 35 you select)





If desired, you can select multiple work schedules.
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Desired Locations:

Click the desired location and then click ADD.

Note: Adding a location will not exclude your resume from consideration. 
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After you add your locations, click the Next button to proceed to the last step.
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An active resume will be searchable to recruiters.
You can also save your resume within your account without making it searchable by recruiters. 

[image: image31.png]uUs

“WORKING

| Search Jobs [WNTATINEIN] info center ] veterans | Forms | Employer Services |

My USAJOBS | Resume | Agents | Applications | Portfolio | Profile | Log Out

provides all of the information required by government agencies
Instead of creating multiple resumes in different formats, you can build
your resume once and be ready for all job opportunities.

: USAJOBS' Resume Builder allows you to create a uniform resume that.

Resume 1: Resumel status: Not Searchable
view | Edit | Duplicate | Delete Make Searchable

Make your resume searchable to let us find it during resume.

Searchable: [oke )"

HELP(Z]





My Resumes:

Thank you for participating in this USAJOBS tutorial! 

To learn how to create a My USAJOBS account, search agents and to search and view job announcements, please view our other tutorials. 
USAJOBS
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