Additional Federal Resume Tips
· Don’t worry about length; provide as much detail as possible, but be concise; eliminate wordy or irrelevant information
· It’s more important to have all the information there than for it to look flashy – the first person who looks at your resume will be an HR specialist, and NOT the hiring authority. This person needs to clearly understand how you are qualified for the job.
· Include everything listed in the vacancy announcement –  job title (include job series and grade if Federal), detailed duties, starting and ending date (month and year), hours per week worked, salary, Supervisor’s name and contact number. 
· OR use usajobs’s resume builder tool, to ensure you included everything (this is strongly recommended!
· Tailor your resume to the job announcement – mirror the terms and language used, especially in “duties”, “qualifications” and “requirements” sections
· Clearly demonstrate how your experience covers everything in the questionnaire
· When describing your duties, use action verbs and quantitative detail – demonstrate complexity; numbers impress hiring managers, so include performance metrics
· Include any awards or honors received, special skills, certifications, etc. – even if not directly related to your job (i.e. academic honors, skills related to communication or technology, first aid/CPR, involvement in social/religious organizations, volunteer experiences, unique projects or interests, etc.).
· Include affiliations with professional associations, societies, clubs, etc.; highlight any leadership roles or volunteer experience 
· [bookmark: _GoBack]Publications – include any publication(s) you contributed to, and list the publication name and date
· Include coursework relevant to the job IF specific coursework is required to qualify; include course descriptions (could be attachments) to support qualification; if you’ve gotten something in writing from an HR Specialist regarding your coursework qualifications, include it as an attachment
· Include relevant training and certifications
· Include references and let those people know you’ve put them down as a reference for a job
· Spell check, grammar check, ensure you spelled names of people and places correctly, and have someone read through it before you send it; avoid acronyms
· Even though it’s not required, include a cover letter
