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The following information is recommended to be included on your resume when applying for Federal   
positions:  
 
Resume Format 
· Recommend that resume is no longer than 5 pages. 
· Spell out acronyms when they are first used. 
· Recommend Font: Times New Roman, Arial, or Calibri, Size 10-12. 
· Use spelling/grammar check. 
· Use clear and concise statements and write in first person. 
· Use paragraphs or bullets to separate items. 
· Describe experience using context, challenge, action, and results format (CCAR), describing          

improved service, increased efficiency, productivity or savings. 
· If current or prior federal service, resume MUST include pay plan, series, grade                             

(i.e., GS-0301-09). 
· List most recent experience first, followed by each previous job. 
· Resume MUST contain dates of employment (MM/YY to MM/YY or present). 
 
Avoid the following: 
· Including photographs, social security number, links to social media platforms, or other                   

inappropriate material or content in the resume. 
· Personal information (age, gender, religion, race, disability, etc.) 
· Being vague- Emphasize nouns and verbs and provide concrete statements of your                        

accomplishments in the correct tense for past or present positions. 
· Being wordy- Keep paragraphs short. Do not use graphics, italics, underline, shadows, or                

reverses (white letters on black background), and do not type your information in all CAPITAL      
LETTERS. 

 
Header 
Legal Full Name 
Home Address 
Email Address 
Phone Number  
Preference Eligibilities (Veterans’ Preference, Schedule A, Military Spouse, etc.) 
Federal Employee Status (Current Federal civilian employee, Former Federal employee {with or without} 
reinstatement eligibility) 
 
Below you will find a example of a Header: 
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Work Experience 
Employer Name, with City/ State 
Job Title, Grade (if Federal), Rank (if Military) 
Start and End Dates of Employment (Month and Year) 
Number of Hours Worked Per Week 
Supervisor’s Name and Phone Number 
May we contact your current supervisor? (Yes, No, Contact Me First) 
Duties and Accomplishments  
 
*Review Job Announcement - Focus on the "requirements," "skills" or "qualifications" sections 
of job announcement and look for “buzzwords” and required general and specialized experience. 
Do not worry if your resume is longer than one page. 
 
Below is an example of Work Experience in a federal resume: 
 

Volunteer Experience 
Consider including volunteer experience on your resume. It may be included in a separate section or 
listed with other work experience. Include the same information as in the work experience section. 
 
Education 
School Name, Country, City/State Zip Code 
Degree Attained or Pursuing/Major  
Completion Date or Expected Date of Completion 
Overall or Major-GPA 
Total Credits (if not completed) 
Honors 
 
Next is an example of how to list education in a federal resume: 
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FOREIGN EDUCATION: Education completed in foreign colleges or universities may be used to meet 
the requirements. You must show proof the education credentials have been deemed to be at least 
equivalent to that gained in conventional U.S. education program. It is your responsibility to provide such 
evidence when applying.  
 
Who can perform evaluations? 

National Association of Credential Evaluation Services (NACES): A trade association of  
independent, nongovernmental organizations that provide credentials evaluation services.         

https://www.naces.org/ 
World Education Services (WES): An organization that performs credential evaluations.         

https://www.wes.org/CA/ 
GEO Credential Services: An organization that performs credential evaluations that are approved by 

the U.S. Department of Education. https://gcs.org/ 
 
Training/Certifications 
You may include any job-related training and certifications as in the below example:  

References 
Provide 2-3 professional references on your resume with job title and contact information, or state 
“References and additional training documentation available upon request”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Supporting Documentation 
Upload any supporting documentation to determine eligibility and/or qualification of the position. (i.e., 
transcripts, required certifications, Veterans’ Preference Letter, Schedule A letter, DD-214, SF-50, etc.) 

 
 


