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Rotational Assignment Program
Suggested Resume Format
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First Name, Middle Initial, Last Name Mailing Street Address (Home or Work) City, State Zip Code
Work Phone Number COMM (XXX) XXX-XXXX; DSN XXX-XXXX

Current Supervisor First Name, Last Name, Rank/Grade
Work Phone Number COMM (XXX) XXX-XXXX; DSN XXX–XX


Experience

Start - End Dates               Employing Office/Organization                          Location
MMYY-MMYY HQ or Installation Ft. /City, State
Position Title, Pay Plan, Series, Grade/Pay or Broad Band

Major Duties -- Responsibilities -- Accomplishments. (Recommend MAX 15 Lines!)

Start - End Dates               Employing Office/Organization                           Location
MMYY-MMYY HQ or Installation Ft. /City, State
Position Title, Pay Plan, Series, Grade/Pay or Broad Band

Major Duties -- Responsibilities -- Accomplishments. (Recommend MAX 15 Lines)

Instructions - Suggested Resume

Write the resume that portrays an image setting you apart from other candidates ~
•	Focus on relevant experience, skills, and abilities.
•	Write your resume to demonstrate that you can best execute and succeed in senior level assignments
•	Write descriptions in the active voice, including your strengths, skills and accomplishments that would indicate success as a Product/Project Manager.
•	Refer to current and previous years’ performance or contribution objectives and accomplishments to identify your unique skills, knowledge, and abilities to build into your resume. Quantify results achieved.
•	Each Experience entry description should not exceed fifteen (15) lines
•	TYPE your Resume or use a word processor, ensuring it is clear and legible.
•	Use a minimum margin of 1 inch on all sides of your printed Resume.
•	Times New Roman font, 12 point is preferred.
•	You may use boldface or all capital letters for section headings. Do not staple, fold, bind, or punch holes in your Resume.

TIPS
Line 1: Start and End Dates (Month and Year = "MMYY"); Employing Office Name and
Location (City/Military Installation, State).
Line 2: Position Title; Pay Plan, Series, Grade/Pay or Broad Band, Level and Series. Position Titles. Use position titles that relate your specific primary job responsibilities and critical skills levels to best descriptive advantage.

ENSURE THEY MATCH THE OFFICIAL TITLES!
Example: Instead of "Electronics Engineer" (your official job description title), a more descriptive title would be, "Project Leader, Tactical Electro-Optical Program."

Position Pay Plan, Series, Grade/Pay or Broad Band, Level and Series
Examples: GS-855-14; NH III, Series 855.
If an experience entry describes Federal civilian positions at different grade levels, include month and year promoted to each grade.

Major Tasks and Accomplishments.
Provide substance and depth in areas which will be important to the board members.
•	Limit the length of experience descriptions - LESS THAN OR EQUAL TO 15
LINES per item is optimal.
•	Use numbers, quantities, and specifics to create vivid images.
•	Describe:
- Supervisory, managerial, team leader or other leadership roles and accomplishments;
		- Special programs you have managed;
Systems, projects, and programs you have worked on;
- Explain how use of your skills benefited mission/ organizational accomplishment; Functional and multi-functional job assignments.
		- Organizational levels of experience.

Do use:
· Entries with contributions, accomplishments*, programs and projects currently in progress.
· Show diversity of organizational levels, jobs, and types of experience.
· Make descriptions clear and quantifiable.
Do not use:
•	Vertical lines, graphics and boxes.
•	Two-column format or resumes that look like newspapers.
•	Fancy fonts such as italics, underlining, or shadows.
•	Acronyms or abbreviations, other than to describe type of systems used.
•	  Repeat information included on ACRB (awards, education etc.)
•	  Quote job descriptions for duties, responsibilities.
Do not submit:
•	Your Resume on colored paper.
•	Any documentation not specifically requested.

 (*Accomplishment: A new or unique task, which is over and beyond your expected duties.  The result of a project, challenge, or problem you solved and were commended for.)
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