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Procedure

Welcome to the new USAJOBS Resume Builder tutorial in text format.

	At any time during the resume building process, you can preview your resume.  The new resume builder has changed from a 16 page to 4-page process.  We now only ask you to enter the information that’s most relevant to Federal recruiters.

	You can choose to make your personal information confidential.  This will hide your contact information and current employer if you choose to make your resume searchable.
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	In the getting started section you’ll be asked to enter your profile information.
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	If you have ever been a federal employee, answering yes to the Federal Employee Information Section will expand a new section where you may enter this information.


	The second tab is for recording your Experience and Education.
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	Salary is not a required field, but many federal recruiters may want to know the salary history of applicants.
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	You may  manually type in the resume builder, or you can cut and paste from an existing document.
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	You may edit or delete Work Experience at any time.

	You can continue adding more work experience or continue on  to the next section.
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	After entering your work experience, you’ll need to enter your education background.
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	As in the work experience section, the information entered is added to your list. You may continue to add more education or continue to the next section.
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	Information on the relevant information tab may be required for different jobs. Check each job announcement for specific instructions.

	By adding your references in advance, you will save time later on when applying for positions.
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	Enter any publications in which your work has appeared.

	The additional information section has been expanded from 3,000 to 22,000 characters to accommodate KSA's requirements. Check each job announcement for specifics. 
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	This information is only used for federal recruiters searching for candidates in USAJOBS.

	Again, this information is only used for federal recruiters searching for candidates in USAJOBS.

	You can select multiple work schedules if desired.

	This information is only used for federal recruiters searching for candidates in USAJOBS.
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	Quality counts! Be sure to spell check your resume. 
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	Correct any errors if necessary.
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hvare Resume ()

searches by saving for later. To make changes to
your My USAJOBS homepage
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	By activating your resume, it will become searchable to recruiters looking to fill positions.

	You may also save your resume inside your account without making it searchable by recruiters.
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