Full Name
Mailing Address
Phone Number | Email Address	Comment by Nicki Allen: Federal positions may also require the following personal information: citizenship(if other than the U.S.), military status, top secret clearance, etc. 	Comment by Nicki Allen: Selective Service Registration Status (Males)  

Eligibility for Derived Veterans Preference (information can be found at www.OPM.gov or www.Fedshirevets.gov ) 

Federal Employee Status (Current Federal civilian employee, former Federal employee [with or without] reinstatement eligibility) 

Any Hiring Paths for which you may be eligible 
EDUCATION
Full Degree Name 	Month 20XX 	Comment by Nicki Allen: Add Expected if you have not graduated yet. 
Institution, City, State 	GPA 	Comment by Nicki Allen: This is optional. 
Relevant Coursework: 	Comment by Nicki Allen: You may list some of the completed coursework if it is related to the job, especially if you haven’t completed your degree or certification.  This is not a requirement. 

PROFESSIONAL WORK EXPERIENCE
Employer Name and Full Address or City and State       	Employment Dates (month/year – month/year)
Job Title	Number of Hours Worked Per Week 
Supervisor: Name and Phone Number	Salary
May we contact your current supervisor? 	Grade (if Federal), Rank (if Military)
· Provide your description of duties, and identify your major roles, responsibilities, and accomplishments.	Comment by Nicki Allen: Description of job duties, related skills, and responsibilities. It’s important to do the following:
Include any supervisory/managerial responsibilities and number of staff supervised (if applicable). This information helps determine if you meet minimum eligibility requirements for the position.
Review the qualifications section in the job announcement closely and directly address the education, skills, and experience required in your resume.
· Provide your description of duties, and identify your major roles, responsibilities, and accomplishments.
· Provide your description of duties, and identify your major roles, responsibilities, and accomplishments.

[bookmark: _Hlk155881982]Employer Name and Full Address or City and State       	Employment Dates (month/year – month/year)
Job Title	Number of Hours Worked Per Week 
Supervisor: Name and Phone Number	Salary
May we contact your current supervisor? 	Grade (if Federal), Rank (if Military)
· Provide your description of duties, and identify your major roles, responsibilities, and accomplishments.
· Provide your description of duties, and identify your major roles, responsibilities, and accomplishments.
· Provide your description of duties, and identify your major roles, responsibilities, and accomplishments.

OTHER WORK EXPERIENCE
Employer Name and Full Address or City and State       	Employment Dates (month/year – month/year)
Job Title	Number of Hours Worked Per Week 
Supervisor: Name and Phone Number	Salary	Comment by Nicki Allen: This is optional.
May we contact your current supervisor? 	
· Provide your description of duties, and identify your major roles, responsibilities, and accomplishments.
· Provide your description of duties, and identify your major roles, responsibilities, and accomplishments. Provide your description of duties, and identify your major roles, responsibilities, and accomplishments.

CERTIFICATIONS/ACHIEVEMENTS
Certification Name, Organization, City, State 	Month Year
Certification Name, Organization, City, State 	Month Year

TRAINING
Training Name 	Date
Organization, City, State	Number of hours

VOLUNTEER EXPERIENCE / COMMUNITY SERVICE
Employer Name and Full Address or City and State       	Employment Dates (month/year – month/year)
Job Title	Number of Hours Worked Per Week 
Supervisor: Name and Phone Number	
May we contact your current supervisor? 	

AWARDS AND ACHIEVEMENTS
Award Name 	Date
Achievement 	Date

PROFESSIONAL SKILLS
Language: 
Software: 
Technical: 
