Helpful Hints for Preparing Your Resume
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General Information

While some Federal agencies still require a SF 171 or OF 612 application forms, the Air Force requires a resume for “External” and Delegated Examining Unit (DEU) job announcements – as opposed to “Internal” announcements open only to current AF civilian employees.   One of the most important points to keep in mind is that each job requires the applicant to posses certain knowledge, skills, and abilities (KSAs) relative to the job requirements.  While some vacancies may appear to be in the same job family, the KSAs and other qualification factors may be different depending on the requirements of the hiring organization.  All applicants must fully and completely document their work experience in the resume and show that they possess the knowledge, skills and abilities required for the position applied for.  The Staffing Specialist that rates and ranks your resume for a particular vacancy makes no assumption about your work experience.  If the information documented in the resume shows no evidence of experience relating to the KSAs, then most likely the resume will not match the qualification factors the job and you will be rated not qualified .
Generally, for jobs at GS-7 and higher, your background must have included some specialized experience. Specialized experience is experience closely related to the work to be performed in the job for which you are applying. At least 1 year of the specialized experience must have been at the level equivalent to the next lower grade in the Federal Service. That means, for example, that to qualify for a GS-12 position, you must have had 1 year of specialized experience equivalent to GS-11. 

One of the biggest challenges for some applicants – retired military members for example - is composing a resume that captures 20 plus years of experience that include multiple duties, career fields and assignments.  Unfortunately, if the resume doesn’t focus on the knowledge, skills and abilities required for the position, it may not match the qualification factors required for the job.  When describing your experience, focus on the aspects of your prior employment that are relevant to the kind of positions for which you wish to be considered.  For example, if a for Budget Analyst position, GS-9, is announced and an applicant wants to be considered the resume prepared should focus in on related duties and skills gained in a resource management environment.  Applicants may not want to include experience such as logistics planner or other unrelated duties.  
The best resume is one that is focused, concise, and includes only significant skills, knowledge, and abilities from your background relative to the job vacancy. Preparing a resume like this requires an investment of effort, thought, and preparation before the easy part, putting words on a page, ever begins. 
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· Read the AFPC Job Kit.  It contains specific information on submitting your resume and employment eligibilities that you may be entitled to such as special appointment authorities, veterans’ preference, etc.  
· Remember:  Your resume along with other applicants will be rated and ranked based on the information you present.  Staffing officials make no assumptions about your qualifications.  

· Use the On-Line Resume Writer to submit your resume and supplemental data.  It automatically formats your resume and allows you to view, update and print your resume at any time.  Resume Writer minimizes errors.  Resume Writer resumes are guaranteed to process into our system in approximately 24 hours.  That means in 24 hours your resume will be pre-positioned in our system ready to be used for any position you may have applied for.

· If you submit your resume and supplemental data by e-mail or mail, follow the format sample in AFPC’s Employment Job Kit. Resumes submitted by e-mail or mail take about 5 business days to process.  Please note: You won’t be able to view, update or print a copy of your resume when submitted by e-mail or mail.
· The Resume you prepare is not intended to be a complete "working life history" but should provide enough information to determine eligibility and qualifications for the job(s) you are interested in.
· Minimize the use of acronyms in your resume narrative. If you must use them, explain what they represent, what processes or systems they describe, and how you have used the knowledge, skills, or abilities associated with them.

· Avoid crowding your resume with unnecessary details or descriptions of skills or training, which are not directly related to the positions for which you desire consideration.  

· Describe the knowledge and skills you possess and the duties you have performed using terminology common to the general occupational field. Describe skills and experience in universally accepted terms that could be readily understood in both the public and private sectors.
· If you submit an updated resume, it will supersede the resume that is currently in the system. Our system currently will only allow for one resume in the database.  

·  When you find an announcement that interests you, read it carefully. The announcement gives you information about the position, for example, the job title, duties, any special working conditions, the location of the job, the qualifications for the job, who can apply on the announcement, and how to apply.
· Pay close attention to Specialized Experience - Specialized Experience is experience that has equipped the applicant with the particular knowledge, skills, and abilities to perform successfully the duties of the position and is typically in or closely related to the work of the position to be filled. The experience described in the vacancy announcement defines the type of specialized experience which is required in order to be qualified for the position.

If you have any questions you can visit our new website addition – Right Now Technologies application. It is an artificial intelligence, Knowledge Based website with a FAQ (Frequently Asked Questions) web link.  If the question submitted is not in our knowledge base, call our Air Force Customer Service One-Stop #1-800-616-3775.  Listen to the menu options and follow the prompts.
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