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SOLDIER FOR LIFE –  
TRANSITION ASSISTANCE PROGRAM 

Privacy Act Statement 
AUTHORITY: 10 U.S.C. 1142, Pre-separation Counseling; DoD Directive 1332.35, 
Transition Assistance for Military Personnel; 

; and E.O. 9397, as amended (SSN), 

PRINCIPAL PURPOSE(S): To document achievement of Career Readiness Standards 
commensurate with the Service member's desired employment, education, technical 
training, and/or entrepreneurial objectives. 

ROUTINE USE(S): The DoD "Blanket Routine Uses" found at 
http://dpclo.defense.gov/privacy/SORNsIndex/BlanketRoutineUses.aspx apply. 

DISCLOSURE: Voluntary; however, if the requested information is not provided, it may not 
be possible for a Commander or designee to verify that a Service member has met the 
Career Readiness Standards. 
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https://www.benefits.va.gov/homeloans/
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https://www.ebenefits.va.gov/ebenefits/homepage
https://powerpay.org/
https://www.annualcreditreport.com/index.action
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https://www.dmdc.osd.mil/tgps/
http://www.acenet.edu/higher-education/Pages/Military-Students-and-Veterans.aspx
http://www.online.onetcenter.org/crosswalk
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https://www.careeronestop.org/FindTraining/Types/types-of-training.aspx?&frd=true
https://www.cool.army.mil/
https://jst.doded.mil/smart/dodMandatoryBanner.do
https://usmap.cnet.navy.mil/usmapss/static/usmap.jsp
http://www.dantes.doded.mil/index.html
https://www.cool.navy.mil/
http://www.airuniversity.af.mil/Barnes/CCAF/
http://www.au.af.mil/au/404.asp
https://www.esgr.mil/
https://www.ebenefits.va.gov/ebenefits/jobs
https://www.careeronestop.org/jobsearch/findjobs/state-job-banks.aspx?frd=true
http://mynextmove.dol.gov/
http://www.proudtoserveagain.com/
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https://www.usajobs.gov/
http://www.go-defense.com/
https://www.fedshirevets.gov/
https://www.opm.gov/policy-data-oversight/veterans-services/veterans-services-faqs/
https://www.fedshirevets.gov/veteranemployees/
https://www.opm.gov/policy-data-oversight/
https://www.nafjobs.org/preferences.aspx
http://www.careeronestop.org/jobsearch/cos_jobsites.aspx
https://www.usajobs.gov/
https://www.ebenefits.va.gov/ebenefits/jobs
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https://factfinder.census.gov/faces/nav/jsf/pages/index.xhtml


Sample: Lean Six Sigma – black belt; procurement skills; proven leader; management; facilitate staff 
communications; analyze reports; prepare presentations; estimate quantities and costs of materials for 
projects; provide labor projections; maintain fleet of 10 tracked vehicles; organize and schedule events.

Sample: Mature manager; able to identify timely solutions; excellent team building skills; effective 
communicator; dedicated and reliable – will work until job is complete; highly organized; able to ask for help 
when needed; team player; disciplined work ethic; able to live within means; quick learner.
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https://www.esgr.mil/
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https://www.dol.gov/vets/goldcard.html
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https://benefits.va.gov/gibill/
https://www.ebenefits.va.gov/ebenefits/homepage
https://www.careeronestop.org/Veterans/default.aspx?&frd=true
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https://collegereadiness.collegeboard.org/sat
http://www.ets.org/
https://www.mba.com/us
https://students-residents.aamc.org/applying-medical-school/taking-mcat-exam/
https://www.lsac.org/
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http://studentveterans.org/
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https://benefits.va.gov/gibill/
https://www.ebenefits.va.gov/ebenefits/homepage
https://www.careeronestop.org/Veterans/default.aspx
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https://collegereadiness.collegeboard.org/sat
http://www.act.org/content/act/en/products-and-services/the-act.html
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http://studentveterans.org/
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https://www.sba.gov/
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ACTIVITY: Financial Goals for Transition 
DIRECTIONS: 

1. 

2. 

3. 

NOTES: 
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http://militarypay.defense.gov/Calculators/RMC-Calculator/
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WEBSITE ACTIVITY: Determine the CIVILIAN SALARY EQUIVALENT 
DIRECTIONS: Using the RMC Calculator on MilitaryPay.com, determine the 
civilian salary equivalent based on your current location:

 
1. Provide the information requested on the RMC calculator

2. Click CALCULATE RMC

3. Write the amount in the box below

4. Repeat using a second location

5. Provide additional notes as needed

January 2018 44

http://militarypay.defense.gov/Calculators/RMC-Calculator/


Current Location (zip code) 

Civilian Salary Equivalent 

Possible Second location (zip code) 

Civilian Salary Equivalent 

NOTES: 
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NEW 
EXPENSES
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http://www.bestplaces.net/
https://www.bankrate.com/
http://money.cnn.com/calculator/pf/cost-of-living/
https://www.payscale.com/cost-of-living-calculator
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WEBSITE ACTIVITY: Determine the COST OF LIVING at a new location after 
transition 
DIRECTIONS: Using the BankRate.com website, find the location based 
salary equivalent:  

http://www.bankrate.com/calculators/savings/moving-cost-of-living-calculator.aspx 
1. Write your new location in the box provided

2. Determine your new salary based on location and using civilian salary equivalent

3. Write the amount in the box below

4. Determine a secondary location and repeat the calculations.

5. Review housing adjustment. Is it higher or lower than your current housing price?

6. Provide additional notes as needed

1st Location (city, state) 

Salary adjustment for location 

Housing difference for location 

2nd Location (city, state) 

Salary adjustment for location 

Housing difference for location 

NOTES: 

January 2018 52

https://www.bankrate.com/calculators/savings/moving-cost-of-living-calculator.aspx


Taxable Non-Taxable 
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https://smartasset.com/taxes/income-taxes
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WEBSITE ACTIVITY: Determine your taxes after transition 
DIRECTIONS: Find the 3 tax amounts using:  

https://smartasset.com/taxes/income-taxes 

1. Enter your Civilian Salary Equivalent as the Household Income

2. Enter a location

3. Indicate Filing Status

4. Choose a secondary location

5. Write the information in the space provided below

6. Provide additional notes as needed

1st Location  (city, state, zip) 

1st Location  - Taxes based on civilian salary 
equivalent 

2nd Location  (city, state, zip) 

2nd Location - Taxes based on civilian salary 
equivalent 

NOTES: 
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https://smartasset.com/taxes/income-taxes
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https://smartasset.com/retirement/retirement-taxes


WEBSITE ACTIVITY: Determine your taxes with retirement pay  
(Calculating taxes for retirees requires you to first determine your pre-tax 
retirement pay.) DIRECTIONS: 

1. Estimate pre-tax retirement pay using
http://militarypay.defense.gov/Calculators/Active-Duty-Retirement/High-36-
Calculator/

2. GO TO: https://smartasset.com/retirement/retirement-taxes
3. Choose the state where you wish to retire
4. Complete the following information:

SS = $0 (if not drawing SS)
Annual Retirement = military retirement
Annual wages = amount needed to close the gap between retirement pay and
civilian salary equivalent
Location = zip code
Year of birth
Filing Status

5. Choose a secondary location
6. Write the information in the space provided
7. Provide additional notes as needed

Retirement Pay 

Annual Wages: Amount used for gap between retirement 
pay and civilian salary equivalent 

1st Location for Retirement (city, state, zip) 

1st Location Tax Amount 

2nd Location for Retirement (city, state, zip) 

2nd Location Tax Amount 

NOTES: 
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https://smartasset.com/retirement/retirement-taxes
http://militarypay.defense.gov/Calculators/Active-Duty-Retirement/High-36-Calculator/
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https://tricare.mil/
https://tricare.mil/
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https://www.healthcare.gov/see-plans/
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https://www.healthcare.gov/veterans/
https://marketplace.cms.gov/
https://www.healthcare.gov/using-insurance/
https://tricare.mil/
https://tricare.mil/reserve/
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http://www.benefits.va.gov/insurance/vgli.asp
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ACTIVITY: Determine Debt-to-Income Ratio 
DIRECTIONS:  
1. Determine the total amount of your monthly payments, and write

them in the box below (remember to include your rent/mortgage)

2. Write your gross monthly income from your spending plan in the box

below.

3. Divide payments by income, and multiply by 100.

4. The result is your DTI. Write it in the box provided.

5. Provide additional notes as needed.
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DEBT-TO-INCOME RATIO 

Total reoccurring monthly payments 

Gross Monthly Income 

DTI 

NOTES: 
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https://www.myfico.com/
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https://www.annualcreditreport.com/index.action
https://www.annualcreditreport.com/index.action
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http://www.ftc.gov/credit
http://www.ftc.gov/credit
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https://www.transunion.com/credit-disputes/dispute-your-credit
https://www.experian.com/disputes/main.html
https://www.ai.equifax.com/CreditInvestigation/home/getStarted.jsp
https://www.consumer.ftc.gov/
https://pueblo.gpo.gov/CFPBPubs/CFPBPubs.php?PubID=13034
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ACTIVITY: Collect all financial information into one location for analysis 
DIRECTIONS:  
1. Write your approximate credit score in the box below

2. From page 37, write your debt-to-income ratio in the box below

3. Provide additional notes as needed
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https://www.consumerfinance.gov/
https://s3.amazonaws.com/files.consumerfinance.gov/f/CFPB-Servicemembers-Know-Your-Rights-Handout-Debt-Collection.pdf


OVERALL FINANCIAL WELL-BEING

Debt-to-Income Ratio 

Credit Score (approximate) 

NOTES: 
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- High-36 

- Legacy Retirement Program
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http://militarypay.defense.gov/Pay/Retirement/
http://militarypay.defense.gov/Pay/Retirement/Reserve.aspx


o
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http://militarypay.defense.gov/BlendedRetirement/
https://www.tsp.gov/staywithus/


o
o
o
o
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https://www.youtube.com/watch?v=1e4Zs4suGWs
https://www.tsp.gov/index.html
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http://www.freddiemac.com/homeownership/calculators/
http://www.freddiemac.com/singlefamily/service/mha_modification.html
https://www.realtor.com/mortgage/
https://www.bankrate.com/calculators/mortgages/rent-or-buy-home.aspx
http://www.knowyouroptions.com/


ACTIVITY: Determine Net Worth 
DIRECTIONS:   
1. Determine the value of all your assets that could have a cash value

2. Determine the total of your liabilities (debt owed)

3. Subtract liability from asset to find your Net Worth

NET WORTH 
Assets* 

Liabilities 

Net Worth 

NOTES: 
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https://www.ssa.gov/benefits/retirement/estimator.html
https://www.ssa.gov/planners/retire/
https://www.ssa.gov/planners/retire/retirechart.html
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Current income with BAH, BAS, etc. 

Civilian Equivalent Salary 

Monthly Expenses 

Total Debt 

Debt-to-Income Ratio 

Total Assets 

Net Worth 

NOTES: 
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Short-Term 
Goal: 

Med-Term Goal: 

Long-Term Goal: 

NOTES: 
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4.
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https://www.sgbconline.com/assets/files/wu1HjCek/r/CFPB+How+to+Spot+Frauds+%26+Scams.pdf
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https://www.dfas.mil/militaryseparations.html
http://mypay.dfas.mil/
https://corpweb1.dfas.mil/askDFAS/custFAQAnswerLoad.do?faqid=8628
http://files.consumerfinance.gov/f/201505_cfpb_financial-coaching-delivery-sites.pdf
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https://www.dmdc.osd.mil/tgpsp/
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Choosing a   
nan ia  o ssiona

1. i  h   o
h  o  n

Money and debt management
A credit counselor or money coach can help you set 
up a budget, review your expenses and track your 
spending so you can achieve your goals. These 
service providers usually do not provide investment 
advice or do comprehensive nancial planning. 

Free assistance may be available through your 
installation family support center, Reserve or 

uard center, a local non pro t consumer credit 
counseling service (nfcc.org), or online at Military 
OneSource (militaryonesource.mil). 

Financial planning
Financial planners can help you with a single issue 
or map out a comprehensive nancial plan to 
meet your goals. They can also help you plan for 
retirement, college saving, tax planning, insurance, 
and estate planning. 

A nancial planner should have an advanced 
educational degree and experience. You may want 
to look for a nancial planner with a certi cation that 
is accredited, as well as one from an organization 
that subjects its members to strict ethical and 
disciplinary standards. This will allow you to research 
the nancial planner s history and determine whether 
he or she has ever been subject to a disciplinary 
action. This is important because nancial planners 
generally don t have to register with state or federal 
regulators, unless they are also investment advisers 
or broker-dealers, or also sell insurance products. 

Financial planners may charge an hourly or xed 
fee, a percentage of the assets they manage, a 
commission on products they sell, or a combination 
of these, depending on how they are registered.

Investment advice and trades
Discount brokers, full-service brokers, broker-
dealers and investment advisers provide 
investment services that range from do-it-yourself 
online trading to full-scale investment advice 
and money management. Fees and commissions 
vary depending on the types of services you 
want. Generally, investment advisers and broker-
dealers must be registered with the Securities 
and Exchange Commission (SEC), the Financial 
Industry Regulatory Authority (FINRA), and/or 
state regulators, depending on the business they 
conduct. help soon enough — often called a loss 
mitigation application — new CFPB rules require your 
servicer to evaluate you for options that may be 
available to you to avoid foreclosure.

2. Ch  o
a is s a g o n

The SEC recommends asking these questions to 
check an adviser s background

How will I be charged and how much will I be
charged?

What experience do you have, especially with
people in my circumstances?

Where did you go to school? What is your recent
employment history?

Consumer Financial
Protection Bureau

1 o  2
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https://www.nfcc.org/
http://www.militaryonesource.mil/


2 o  2

What licenses do you hold? Are you registered
with the SEC, a state, or FINRA?

Are the rm, the clearing rm, and any other
related companies that will do business with
me members of Securities Investor Protection
Corporation (SIPC)? (SIPC protects customers of
broker-dealers as long as the broker-dealer is a
SIPC member.) What products and services do
you offer?

Can you recommend only a limited number of
products or services to me? If so, why?

Have you ever been disciplined by any government
regulator or certifying organization for unethical
or improper conduct or been sued by a client who
was not happy with the work you did?

3. o
i h a ion

Avoid enticing offers and too good to be claims 
about low risk investment opportunities. Watch  
out for  

Free seminars
Any time you see a nancial seminar advertised as 
“educational” or as a “workshop,” exercise caution. 
The true goal may be to sell investment, insurance, 
or nancial products at the seminar or in follow-
up calls. Also, don t assume military expertise just 
because they say they are military experts. The 
claim may be nothing more than a marketing pitch.

Freebies
Financial salespeople may use freebies like lunch 
and dinner invitations, golf trips and country club 
outings to get you to come to marketing and sales 
events. They give you something knowing you ll be 
more likely to give them something in return.

High-pressure sales tactics
You may be asked to make a quick investment 
decision, or be warned that “opportunities are 
limited.” Don t fall for these techniques. Good 

nancial advisers won t rush you. They know it takes 
time to make good investment decisions.

Exaggerated claims
If you are told about investments that make a lot 
of money without much risk, don t believe it. If you 
think an adviser made exaggerated or unrealistic 
claims about investment risk or returns, report this 
to your state securities or insurance regulator. Like 
all other consumer issues, if it sounds too good to 
be true, it probably is.

so s
If an adviser is regulated by state or federal 
government, you can check the status of 
their license and nd information about their 
professional history using these online resources

C n s n  is  i  is os  a a as  
adviserinfo.sec.gov

o  s a  ins an  g a o  
naic.org

o  s a  s i i s g a o  
nasaa.org

 o  Ch  

o  h  oo s an  goo  in o a ion on in s ing 
investor.gov

CFPB has over 1,000 questions and answers for 
consumers, some speci cally for servicemembers. 
Check out “Ask CFPB” at .    
For additional information for servicemembers, 
email us at military@cfpb.gov.
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https://www.adviserinfo.sec.gov/
http://www.naic.org/
http://www.nasaa.org/
https://brokercheck.finra.org/
http://www.investor.gov/
https://www.consumerfinance.gov/


How to spot frauds and scams 
You’ve heard the saying “If it sounds 
too good to be true, it probably is.” 
Common scams change, but you 
can protect yourself by learning 
how to spot the red ags that can 
signal a scam. 

Scammers dangle the prospect of wealth to 
convince you to put your money into their deals. 
When the seller focuses only on how much money 
you can make, beware. 

What you’ll hear 
“You never have to work again.” “No risk.” 
“You’re guaranteed to make money.” 

The truth 
All real investments carry risk. Ask questions 
about where the pro ts come from, and what 
the risks are. 

Be cautious when you hear a sales pitch urging you to 
act immediately before an opportunity disappears. 

What you’ll hear 
“ his is your chance to get in on the ground oor.” 
“If you don’t take this, someone else will.” 

The truth 
The fraudster may be trying to keep you from 
thinking carefully, researching, and talking to 
your family or a trusted adviser. 

Be careful when someone claims to have inside 
information that’s not available to others. Keeping 
information secret is a sign there’s something the 
scammer doesn’t want others to see. 

What you’ll hear 
“This product is top secret.” “I have inside information 
that no one else knows.” 

The truth 
A legitimate adviser gives you written disclosures, 
answers your questions, explains risks, and 

Learn more at 1 of 2 

Consumer Financial 
Protection Bureau 
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discourages you from buying anything you don’t 
understand. 

o  o
Scammers say you’ve won the lottery or another big 
prize, but to collect, you have to pay an up-front fee 
or tax. Or, you’ll be invited to a “free lunch” seminar 
that’s marketed as educational, when in fact it’s a 
staged sales event. 

What you’ll hear 
“Congratulations, you’ve won the lottery!” 
“Come to a free dinner.” 

The truth 
You can’t win a lottery you didn’t enter, and you 
never have to pay to collect a real prize. Some 
companies offer “free lunch” seminars because 
they hope giving you something small will make 
you feel obligated to buy from them. 

   o
Promoters sometimes target a particular faith 
community, social group, or ethnic group and work 
hard to be accepted, so you’re more likely to trust 
them. They’ll ask you personal questions, then use 
your answers to gure out what sales pitch will most 
appeal to you. 

What you’ll hear 
“Everyone is making money on this deal.” 
“Our church friends have all agreed.” 

The truth 
Hucksters know you’re less likely to ask questions 
if you trust them, so they use association with 
your friends, faith community, or social group as a 
shortcut to earn your trust. 

  
To earn your trust, salespeople tell you they have 
special certi cations, quali cations, or credentials. 
They want you to think they’re experts who know 
what’s best for you. 

What you’ll hear 
“I’m an expert adviser.” “I’ve been managing 
these kinds of investments for two decades.” 

“I’m a certi ed specialist.” 

The truth 
Credentials alone don’t guarantee expertise or the 
quality of someone’s training. It’s up to you to nd 
out if a quali cation is valuable. 

Learn more at o o  2 of 2 
Consumer Financial 
Protection Bureau 
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http://militarypay.defense.gov/Calculators/Active-Duty-Retirement/High-36-
Calculator/
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http://militarypay.defense.gov/Calculators/RMC-Calculator/
http://www.bestplaces.net/
https://www.bankrate.com/calculators/savings/moving-cost-of-living-calculator.aspx
https://www.kiplinger.com/
http://money.cnn.com/calculator/pf/cost-of-living/
https://www.payscale.com/cost-of-living-calculator
https://smartasset.com/taxes/income-taxes
https://smartasset.com/retirement/retirement-taxes
http://militarypay.defense.gov/Calculators/Active-Duty-Retirement/High-36-Calculator/
http://militarypay.defense.gov/Calculators/Active-Duty-Retirement/High-36-Calculator/
https://www.healthcare.gov/veterans/
https://marketplace.cms.gov/
https://www.healthcare.gov/
https://tricare.mil/
https://tricare.mil/reserve/
https://www.youtube.com/watch?v=7uZHcoPN530&feature=youtu.be
https://www.benefits.va.gov/insurance/vgli.asp
https://www.annualcreditreport.com/index.action
https://www.myfico.com/
https://www.consumer.ftc.gov/topics/credit-and-loans
http://files.consumerfinance.gov/f/201604_cfpb_list-of-consumer-reporting-companies.pdf
http://files.consumerfinance.gov/f/201604_cfpb_list-of-consumer-reporting-companies.pdf
https://www.ftccomplaintassistant.gov/#crnt&panel1-1
https://www.consumerfinance.gov/
https://s3.amazonaws.com/files.consumerfinance.gov/f/CFPB-Servicemembers-Know-Your-Rights-Handout-Debt-Collection.pdf
https://pueblo.gpo.gov/CFPBPubs/CFPBPubs.php?PubID=13034
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http://militarypay.defense.gov/Pay/Retirement/
http://militarypay.defense.gov/Pay/Retirement/Reserve.aspx
https://www.savingsbond.gov/
https://www.zillow.com/
https://www.kbb.com/
http://www.nada.com/
https://www.tsp.gov/index.html
https://www.tsp.gov/index.html
https://www.tsp.gov/staywithus/
https://www.youtube.com/watch?v=1e4Zs4suGWs
http://myhome.freddiemac.com/
http://www.freddiemac.com/singlefamily/service/mha_modification.html
https://www.realtor.com/mortgage/
https://www.bankrate.com/calculators/mortgages/rent-or-buy-home.aspx
http://www.knowyouroptions.com/
http://militarypay.defense.gov/BlendedRetirement/
https://www.ssa.gov/myaccount/
https://www.ssa.gov/benefits/retirement/estimator.html
https://powerpay.org/
https://www.dfas.mil/militaryseparations.html
https://mypay.dfas.mil/mypay.aspx
https://corpweb1.dfas.mil/askDFAS/faqView.do?faq.faqId=8628
https://www.defensetravel.dod.mil/site/bah.cfm
http://files.consumerfinance.gov/f/201505_cfpb_financial-coaching-delivery-sites.pdf
http://files.consumerfinance.gov/f/201401_cfpb_guide_choosing-financial-professional.pdf
https://www.sgbconline.com/assets/files/wu1HjCek/r/CFPB+How+to+Spot+Frauds+%26+Scams.pdf
https://www.consumer.ftc.gov/articles/0060-10-things-you-can-do-avoid-fraud
https://www.consumer.ftc.gov/articles/0060-10-things-you-can-do-avoid-fraud
https://scra.dmdc.osd.mil/scra/#/home
http://www.uscourts.gov/services-forms/bankruptcy/bankruptcy-basics/servicemembers-civil-relief-act-scra
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https://www.consumerfinance.gov/
http://www.consumerfinance.gov/servicemembers/
http://www.nmcrs.org/
http://www.militaryonesource.mil/
https://www.cnic.navy.mil/
http://www.militarysaves.org/
https://www.finrafoundation.org/programs/
https://www.fdic.gov/consumers/consumer/moneysmart/index.html
https://www.consumer.gov/
https://www.dmdc.osd.mil/tgpsp/
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http://www.dmdc.osd.mil/tgps/
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http://www.dmdc.osd.mil/tgps/
https://cgbi.osc.uscg.mil/
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https://jst.doded.mil/smart/dodMandatoryBanner.do
http://www.airuniversity.af.mil/Barnes/CCAF/
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https://www.cool.navy.mil/
https://www.cool.army.mil/
https://www.cool.navy.mil/usmc/
https://afvec.langley.af.mil/afvec/Public/COOL/Default.aspx
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https://www.dol.gov/featured/apprenticeship
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http://www.mynextmove.org/vets


146January 2018



147January 2018



148January 2018

http://www.mynextmove.org/vets
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EMPLOYERS DESIRE 
MILITARY SKILLS WHICH 

CIVILIANS MAY LACK
The Department of Defense’s Transition to Veterans 
Program Office working with the RAND Corporation 

conducted a study of service members’ soft skills and 
found that most service members possess soft skills that 

are in high demand in the civilian world.

The tables below show skills that enlisted service members learn as they move through the ranks and translates those skills to 
job categories that are used in the civilian world. For example, soft skills learned as an E-1 are transferable to entry-level jobs in 
most sectors.

In the military, you gained technical skills that were required for your MOS. You also developed many 
soft skills such as critical thinking, decision making, leadership, teamwork, and effective communication. 
These skills are in high demand among civilian employers but are sometimes lacking in civilian job 
candidates.

Most hiring managers or supervisors have not been in the military and are unaware of how skilled you 
are in these areas. It is imperative that you highlight the soft skills you possess on your resumes, when 
networking, on social media profiles, and during the interviewing process. You must translate your skills 
into civilian terms, explain how you developed them, and tell the hiring managers how you can apply 
them in the civilian workplace.

The table above lists 19 of the soft skills developed in the military and shows the service rank at which 
training for them occurs. On the back of this sheet, the key soft skills are defined, and examples of how 
you may have used them in the military are provided. 
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https://www.dmdc.osd.mil/tgps/
https://cgbi.osd.uscg.mil/
https://jst.doded.mil/smart/welcome.do
http://www.airuniversity.af.mil/Barnes/CCAF/
https://www.cool.army.mil/
http://www.cool.navy.mil/
https://www.cool.navy.mil/usmc/
https://afvec.langley.af.mil/afvec/Public/COOL/Default.aspx
https://www.dol.gov/featured/apprenticeship
https://www.mynextmove.org/vets/
http://www.dmdc.osd.mil/tgpsp/
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Which result in…
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Optional: Relationship with reference, i.e., SSG Smith was my direct supervisor at Fort Hood from 
June 2013 to December 2015: 
______________________________________________________________

Optional: Relationship with reference, i.e., SSG Smith was my direct supervisor at Fort Hood from 
June 2013 to December 2015: 
______________________________________________________________
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Optional: Relationship with reference, i.e., SSG Smith was my direct supervisor at Fort Hood from 
June 2013 to December 2015: 
______________________________________________________________

Optional: Relationship with reference, i.e., SSG Smith was my direct supervisor at Fort Hood from 
June 2013 to December 2015: 
______________________________________________________________
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Optional: Relationship with reference, i.e., SSG Smith was my direct supervisor at Fort Hood from 
June 2013 to December 2015: 
______________________________________________________________

Optional: Relationship with reference, i.e., SSG Smith was my direct supervisor at Fort Hood from 
June 2013 to December 2015: 
______________________________________________________________
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Optional: Relationship with reference, i.e., Peggy was my mentor from June 2011 to December 2013: 

Optional: Relationship with reference, i.e., Peggy was my mentor from June 2011 to December 2013: 
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Optional: Relationship with reference, i.e., Peggy was my mentor from June 2011 to December 2013: 
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Federal Resume Template 

Use the following template to assist with developing your Federal Resume.  The template is 
based upon information requested in the USAJOBS resume builder

WWORK EXPERIENCE (All fields are required unless otherwise noted) 
Employer Name 
Employer Address 1 
Employer Address 2 (Optional) 
Country (e.g. United States) 
Postal Code 
City/Town 
State/Territory/Province (e.g. Kentucky) 

Formal Job Title 
Start Date (Month) 
Start Year (YYYY) 

End Date (Month) 
End Year (YYYY) 

Salary (Optional) 
Currency (USD) 
Salary Rate (Per Year) 

Average Hours per week 

May we contact your supervisor? 
Yes  
No  
Contact me first  

Is this a Federal Civilian position? 
  Yes 
  No  

Duties, Accomplishments, and Related Skills (5000 characters remaining) 

Give a short paragraph overview of the department or organization in which you work, and your 
responsibilities in approximately 4 lines.  You should make this document a third person tense and 
spell everything out the first time such as United States Disciplinary Barracks (USDB) and use 
acronyms thereafter.  Tell the reader how large the organization, customers, value, amount of local, 
regional, or remote sites of which it may be comprised.  Include your knowledge, skills and abilities.  

Start with an active verb such as monitored, documented, supervised, etc.  Sentences starters - 
Proficient in…Plan and implemented…comprehensive experience in…Extensive knowledge of…Train 
and supervised staff in…Planned and conducted…etc.  Add statements of your duties listing highest 
skill level first.  Use the “Which resulted in…” technique.  Example: Managed complex 750K logistics 
project completing project 10 weeks early (which resulted in) with a cost savings of 52K.   

Duties 
Add statements of your duties listing highest skill level first  
Start with an active verb such as monitored, documented, supervised  
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Federal Resume Template 

Accomplishments or responsibilities 
Add statements of your accomplishments and how you helped the organization  
Accomplishment 
Accomplishment 

***Be very thorough If you are substituting experience for education** 

WORK HISTORY EXAMPLE 1: 
Commanded the Army’s only ship maintenance facility.  Oversaw the repair, re-build, and storage of 
65 watercraft valued in excess of $155M.  

Led the effort to convince the Army to re-build existing tug-boats for $2.6M each versus 
expending over $11 million each for new.  Re-build of all seven boats in the program were 
completed on-time and under-budget.  
Implemented cost-reduction initiatives that reduced annual operating costs by $650K. 
Planned and administered a $17M annual operating budget.  
Managed 220 British civilian employees.  
Implemented a safety program that reduced lost-time injuries by 46% within six months.  
Received highest possible performance rating on both annual efficiency reports.  Cited by Major 
General Chick Broth, Commanding General of the U.S. Army Industrial Operations Command: 
“Major Leghorn is an aggressive manager and businessman; he saved the Army hundreds of 
thousands of dollars by identifying and implementing more efficient ways of doing business.” 

WORK HISTORY EXAMPLE 2: 
Head of department providing supply, maintenance, and transportation support to an organization of 
700 employees in 12 different locations across a 3-state region.  Drafted and implemented standard 
logistics support procedures for the new organization formed as a result of consolidating three 
smaller units. 

Planned and administered a $3.5M annual operating budget. 
Cited by Colonel B. Rooster, CEO of the organization: “(Leghorn’s)…work evidences the highest 
levels of creative thought, meticulous planning, attention to detail, and spirited execution; all 
indicators of outstanding leadership…No doubt my top Major”.  

WORK HISTORY EXAMPLE 3: 
Headed maintenance and supply production department.  Managed workload and out-put for five 
different vehicle and equipment repair companies.  Managed supply distribution operations for a 
100K sq. ft. warehouse with a $105M inventory. 

Increased production out-put by 25% over the previous year while simultaneously implementing 
measures that reduced operating costs by $607K. 
Increased supply warehouse customer satisfaction rates from 79% to 90%.  Reduced out-of-
stock-item rates from 13% to 6%. 
Received highest possible performance rating on both annual efficiency reports from two Army 
Colonels.  
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WWORK HISTORY EXAMPLE 4: 
Provide comprehensive administrative, clerical, and technical support for the Admiral Gooding Center, 
Command Events Planning Branch of the Naval Sea Systems Command (NAVSEA).  Manage and 
coordinate administrative functions to ensure the smooth and efficient operation of conference 
facilities and services.  Report to the Director of Events Planning. 

Organize and coordinate logistics and provide administrative and technical support for
special events, meetings, conferences, and seminars at the center.  Maximize use of
software applications, including Excel and PowerPoint, to create project correspondence,
produce support materials, and record program documentation.
As Events Assistant, serve as key client interface and on-site technical representative from
pre-event planning to post-event follow-up.  Use state-of-the-art computer technology (GUI) to
hyperlink client information to PowerPoint and other software to create multimedia
presentations.  Play integral role in planning meetings.  Key contact for high-ranking military
personnel.
Assist with basic accounting/finance functions.  Track bank card transactions and purchase
orders.  Review financial reports to ensure accuracy.
Answer and screen telephone calls; greet and register incoming visitors; and disseminate
information to customers, the public, and staff.  Conduct facility tours.
Administer workflow and establish and maintain subject-matter files.  Provide
secretarial/clerical support.  Track and document project status using spreadsheet
applications.
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EEDUCATION (All fields are required unless otherwise noted) 

School or Program Name 
Country (e.g. United States) 
Postal Code 
City/Town 
State/Territory/Province (e.g. Kentucky) 
Degree/Level Attained  

Some High School Coursework  
High School or equivalent 
Technical or Occupational Certificate 
Associate's Degree  
Some College Coursework  
Completed Bachelor's Degree  
Master's Degree 
Doctorate Professional 

Completion date (Optional) 
Month and Year 

Major (Optional) 
Minor (Optional) 

GPA (Optional) 
of GPA Max.  (Optional)  (e.g. 4.0) 

Total Credits Earned (Optional) 

System for Awarded Credits (Optional) 
Semester Hours  
Quarter Hours 
Continuing Education Units  

 Honors (Optional) 
Cum Laude 
Magna Cum Laude 
Summa Cum Laude 

Relevant Coursework, Licensures, and Certifications (Optional) 
(2000 characters remaining)  
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EEDUCATION EXAMPLE 1: 
Arizona State University 
United States 
85287 
Tempe 
Arizona 
Completed Bachelor's Degree 
May 2010 
Major: Economics  
GPA: 3.7 out of 4.0  
66 semester hours 
Magna Cum Laude:  
Completed (1) 15 hours of lower-division honors credit, (2) 15 hours of upper-division honors credit, 
and (3) an HONORS THESIS that discussed the costs and benefits of using low labor standards to 
achieve ECONOMIC DEVELOPMENT goals. 

EDUCATION EXAMPLE 2: 
Washington State University 
United States 

Seattle 
Washington 
Some College Coursework 
Current date 
Major:  Accounting 
GPA 3.5 out of 4.0 
9 semester hours 
Completed 9 hours of basic Accounting:  Introduction to Accounting and Taxes (3 1-hour courses), 
Business Analytics (2 hours) and lab (1 hour), and Business Ethics (3 hours). 

REFERENCES (All fields are required unless otherwise noted) 

Name  
Employer (Optional) 
Title (Optional) 
Phone 
Email 
Reference Type 

Professional  
Personal 

EXAMPLE 1: 
Mark Antony 
U.S. Army 
Sergeant First Class 
222.555.8888 
m.antony@mail.mil
Reference Type:  Professional

176January 2018



Federal Resume Template 

JJOB RELATED TRAINING (Use this section for Military Training) 
List the titles and completion dates of training courses that are relevant to the position you are 
seeking.  

MILITARY TRAINING 
EXAMPLE 1: 
Advanced Noncommissioned Officers Course – 42A, US Army, Fort Jackson, S.C. (2004) 360 hours 
Advanced Noncommissioned Officers Course, - 42A, Phase 1, US Army, Fort Jackson, S.C. (2004), 80 
hours 
USAR Unit Administration Basic Course, US Army, Fort McCoy, WI (2003), 80 hours 
Unit Pay Administration Course, US Army, Fort McCoy, WI (1993), 40 hours 
Basic Computer Class – Course, US Army, Fort McCoy, WI (1993), 40 hours 
Personnel Administrative Specialist Course, US Army, Fort Benjamin Harrison, IN, (1992), 305 hours 
Annual Training – Ethics, Sexual Harassment Prevention, Drug and Alcohol Abuse Awareness, First 
Aid 

EXAMPLE 2: 
Warrant Officer Senior Staff Course, US Army, Fort Rucker, AL, (07/20/2007), 80 hrs. 
Course designed to make CW4s ready for the CW5 position. 
Antiterrorism Advisor Course, US Army, Fort McClellan, AL, (08/25/2006), 32 hrs.  Course 
designed to qualify as a Force Protection level II officer. 
Intelligence in Combating Terrorism, US Army, Fort Huachuca, AZ (03/31/06), 80 hrs. 
Course designed to look at terrorism from the terrorist eyes. 
Antiterrorism Level 1 and Level II Awareness, US Army, Fort McClellan, AL, (07/22/05), 40 
hrs.  Completion of Level II authorized graduates to teach Level 1. 
Unit Safety Management, US Army, Little Rock, AR, (04/21/04), 40 hrs.  Provided a 
understanding on the safety program of the Department of Army 
Transportation of Hazardous Materials, US Army, Little Rock, AR, (02/25/00), 40 hrs.  Basic 
controls for the transportation of hazardous materials 
Chemical, Waste, HAZWOPER Awareness, US Army, Greenville, KY, (07/04/00), 16 hrs.  
Follow up to the Transportation of Hazardous Materials Course. 
Personnel Officer, US Army, Fort McCoy, WI, (04/14/1995), 80 hrs.  Course designed to 
education officer personnel on all aspects of personnel actions. 
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LLANGUAGE SKILL 
Language (Required) 
Please select a language to add. 

Spoken 
None 
Novice 
Intermediate 
Advanced 

Written 
None 
Novice 
Intermediate 
Advanced 

Read 
None 
Novice 
Intermediate 
Advanced 

EXAMPLE 1: 
German 
Spoken - Novice 
Written - Intermediate 
Read - Intermediate 

EXAMPLE 2: 
Russian 
Spoken - Advanced 
Written - Intermediate 
Read - Intermediate 

ORGANIZATION/AFFILIATION 
Organization Name (Required) 
Affiliation / Role Required 

EXAMPLE 1: 
American Bar Association of the City of New York, New York State Bar Association, Judges and 
Lawyers  
Treasurer 

EXAMPLE 2: 
Bars of New York, New Jersey, and U.S. District Court of New Jersey 
Member 
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PPROFESSIONAL PUBLICATIONS 
Enter any professional publications in the space provided. 

PUBLICATION EXAMPLE 1: 
Doe, Mary.  (YYYY).  How To Put Sails on Covered Wagons.  New York: Any Publisher. 
Use a MLA or other standard format. 

PRESENTATION EXAMPLE 1: 
“Will Oxen Remain the Prime Mover of Ox Carts?”  Presented to the National Association of Cow 
Dealers, Any Town, USA, MM, YYYY. 

ADDITIONAL INFORMATION 
Enter job-related honors, awards, leadership activities, skills (such as computer software proficiency 
or typing speed) or any other information requested by a specific job announcement. 

COMMUNITY/VOLUNTEER ACTIVITIES 
EXAMPLE 1: 
Volunteer: National Down Syndrome Society, Multiple Sclerosis Society, G-d’s Love We Deliver, 
United Jewish Appeal, Leukemia Society, NYC 2012 Olympic Bid Committee, Everybody Wins (Power 
Lunch) reading partnership program for children (2012) 

Fundraising for Susan G. Komen Foundation, Multiple Sclerosis Society, Leukemia Society 

AWARDS AND DECORATIONS 
EXAMPLE 1: 
Army Meritorious Service Medal – 1 award (04/03/2003) 

For outstanding meritorious service from 1 December 1998 to 30 April 2003, while serving as a Post 
Board Operations Assistant Noncommissioned Officer in Charge, Reserve Component (RC) Promotion 
Branch, Management Support Division.  

Award reads: From the Adjutant General Directorate; “For your unrelenting dedicated.  Leadership 
and commitment to excellence contributed immeasurably to the improvement of enlisted (RC) 
promotions.  You instituted practices that ensured soldiers in the field received their promotion 
orders 30 days in advance that fostered a higher level of morale and unit readiness.  Your 
outstanding performance of duty reflects great credit on; you, the United States Total Army Personnel 
Command, and the United States Army” .Permanent order #147-1, HQS, PERSCOM, Alexandria, VA. 

Army Commendation Medal – 4 awards 
Army Achievement Medal – 3 awards 
Army Good Conduct Medal – 5 awards 
Army Armed Forces Reserve Medal – 2 awards 
Army – National Defense Service Medal – 2 awards 
Army Reserve Component Achievement Medal – 2 awards 
Global War on Terrorism Ribbon – 1 award 
Army Overseas Training Ribbon – 1 award 
Army Service Ribbon – 1 award 
Army Noncommissioned Officer Development Ribbon – 3 awards 

Certificate of Achievement – Operation Desert Storm, 18th Airborne Corps 
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EEXAMPLE 2:  
Award - Meritorious Service Medal – 1 award 
Award - Army Commendation Medal - 2 awards 
Award - Army Achievement Medal - 4 awards 
Award - Army Good Conduct Medal - 6 awards  

SECURITY CLEARANCE 
EXAMPLE 1: 
PSI: Secret 
PSI Invest: 20120509 
PSI Complete: 20120509 
Department of Defense Common Access Card (CAC) - Fort Knox, KY, updated 2016 Department of 
Defense National Agency Check (NAC) – Fort Bragg, NC 2002  

EXAMPLE 2:  
Status: Top Secret - SCI  03/26/2015  
PSI Investigation Initiated:   05/31/2010 
PSI Investigation Completed  03/26/2013 (Updated) 
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RESOURCES 

Army / American Council On Education Registry Transcript System -Joint Services Transcript (JST), 
https://jst.doded.mil/smart/ 

DD Form 2586, Verification of Military Experience and Training (VMET), 
https://www.dmdc.osd.mil/tgps/  

FedsHireVets, http://www.fedshirevets.gov/ 

Fully Automated System for Classification (FASCLASS), 
https://acpol2.army.mil/fasclass/inbox/default.asp.  Search Position Descriptions 

Office of Personnel Management (OPM), http://www.opm.gov/  

Standard Form (SF)-15, A fillable SF-15 can be found at 
http://www.opm.gov/Forms/pdf_fill/SF15.pdf 

Social Security Administration (for all your paid work history, dates and salaries) 
www.socialsecurity.gov/online/ssa-7050.pdf  

USA.gov. Find government Information by topic and agency and A-Z Index of U.S. Government 
Departments and Agencies, http://www.usa.gov/directory/federal/  

USAJOBS..  https://www.usajobs.gov/.   The Federal Government’s official one-stop source for federal 
jobs and employment information. 

Veteran’s Preference Websites: 
http://www.dol.gov/elaws/vets/vetpref/choice.htm 
https://www.usajobs.gov/ 
http://www.fedshirevets.gov/  
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