RESUME, PART I: FORMAT & INSTRUCTIONS

NOTICE:  YOU MUST FOLLOW ALL OF THE INSTRUCTIONS EXACTLY WHEN WRITING YOUR RESUME.  FAILURE TO FOLLOW THE INSTRUCTIONS WILL RESULT IN A RATING OF INELIGIBLE, AND YOUR APPLICATION WILL NOT BE SENT TO THE BOARD FOR CONSIDERATION.
SPECIAL NOTICE: It is VERY important that the experience and skills correspond to the information presented on the ACRB.  For advice and assistance, contact your servicing Acquisition Career Manager

GENERAL: In order to receive consideration, your Resume must be prepared in the format described below. It must contain all of the required information.   Each Experience entry (does not include the required location/grade/title) description cannot exceed fifteen (15) lines, and the resume may not exceed 4 pages in length.  You should address each job experience listed on your ACRB.

INCLUDE information about awards and in-progress education within the 15 line description (if desired).  DO NOT include a separate section for any awards/training or education.

Ensure that information is correctly reflected on your ACRB.

Adhering to these instructions is crucial to providing standard and consistent civilian candidate records for Board review. 

Résumé’s which do not conform to the required standard will be determined to be ineligible and the application will not be forwarded to the board.

To 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 one of the assignments available. 

· 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. 

RESUME FORMAT (RULES): Follow these rules when preparing your Resume.

· You must include your Supervisor’s name, phone and e-mail address.
· Each Experience entry description cannot exceed fifteen (15) lines.   The Experience entry is the text description of the skills, knowledge and abilities that you possess.  Do not include the position description (position title, grade, series, location) in your line count.

· USE THE PRESCRIBED TEMPLATE. 
· TYPE your Resume or use a word processor, ensuring it is clear and legible. 

· HANDWRITTEN OR FAXED Resumes will not be accepted. 

· Use a minimum margin of 1 inch on all sides of your printed Resume. 
· Use the Times New Roman font, 12 point 
· You may use boldface or all capital letters for section headings. Do not staple, fold, bind, or punch holes in your Resume. 

· 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. 


· Do not submit: 

· Your Resume on colored paper. 

· Any documentation not specifically requested.

MANDATORY RESUME FORMAT SECTIONS and ORDER:

1. NAME AND CURRENT INFORMATION

First Name, Middle Initial, Last Name


Mailing Address (Home or Work)

Phone Number (Work)

NAME OF CURRENT SUPERVISOR / Work Phone Number/e-mail address

2. EXPERIENCE

List an experience item on your Resume for each duty title on your ACRB, Section IX. Use the same dates and list entries in the same chronological order.  Do not include any jobs/experience not on your ACRB.
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.

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.

· Length of Experience descriptions - LESS THAN OR EQUAL TO 15 LINES per item. 

· Use numbers, quantities, and specifics to create vivid images. 

· Identify previous board selected Product/Project Manager positions in which you have served.


Describe: 

· Supervisory, managerial, team leader or other key leadership roles and accomplishments;

· Discuss your organizational roles as they relate to the resources, personnel, fiscal and materiel, that you managed

· Identify special programs you  managed;

· Discuss systems, projects, programs you worked on;

· Explain how use of your skills benefited mission/ organizational accomplishment;

· Describe functional and multi-functional job assignments.

· Identify unique organizational levels of experience.

TIPS ON PREPARING YOUR RESUME:

· DO NOT quote job descriptions for duties, responsibilities. 

· DO energize entries with contributions, accomplishments*, programs and projects currently in progress. 

· DO show diversity of organizational levels, jobs, and types of experience. 
· DO make descriptions clear and quantifiable. 

(*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.)

