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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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http://www.dol.gov/elaws/vets/userra/empent_c11.asp


* Identifies a Career Readiness Standard
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https://www.sba.gov/
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1. What do you need to bring to class?

2. What is the importance of the ITP?
Why should you bring it to class every time?

3. Which CRS do you think will be most beneficial to
you and your Family?
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https://www.sfl-tap.army.mil/
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https://www.dmdc.osd.mil/tgpsp/
https://www.sfl-tap.army.mil/


Individual  Transition Plan 
Blocks 1–6 



Transition Counselor Advisor Command Career Counselor
State Transition Assistance Advisor Transition & Relocation Manager 
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https://www.benefits.va.gov/homeloans/


•

•



https://www.ebenefits.va.gov/ebenefits/homepage
https://powerpay.org/
https://www.annualcreditreport.com/index.action


https://www.dmdc.osd.mil/tgps/
http://www.acenet.edu/higher-education/Pages/Military-Students-and-Veterans.aspx
https://www.onetonline.org/crosswalk


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/


http://www.go-defense.com/
https://www.usajobs.gov/
https://www.fedshirevets.gov/
http://www.opm.gov/policy-data-oversight/veterans-services/veterans-services-faqs/
https://www.fedshirevets.gov/veteranemployees/
https://www.opm.gov/policy-data-oversight/hiring-information/%20veterans-authorities/#url=Overview
https://www.nafjobs.org/preferences.aspx
https://www.careeronestop.org/jobsearch/findjobs/state-job-banks.aspx?frd=true
https://www.usajobs.gov/
https://www.ebenefits.va.gov/ebenefits/jobs


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.

https://www.esgr.mil/






https://www.dol.gov/vets/goldcard.html




https://benefits.va.gov/gibill/
https://www.ebenefits.va.gov/ebenefits/homepage
https://www.careeronestop.org/Veterans/default.aspx?&frd=true


•

•

•

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/


http://studentveterans.org/




https://benefits.va.gov/gibill/
https://www.ebenefits.va.gov/ebenefits/homepage
https://www.careeronestop.org/Veterans/default.aspx


•

•

•

http://sat.collegeboard.org/home
http://www.act.org/content/act/en/products-and-services/the-act.html


http://studentveterans.org/


https://www.sba.gov/
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Complete the Income (tab 2, 3 & 4) 
on the worksheet 







 





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


http://militarypay.defense.gov/Calculators/Active-Duty-Retirement/High-36-Calculator/
https://smartasset.com/retirement/retirement-taxes












www.myfico.com


AnnualCreditReport.com




www.consumer.ftc.gov
www.consumerfinance.gov








Some funds may include Tax-exempt 
Contributions!

http://militarypay.defense.gov/BlendedRetirement
www.tsp.gov


When do Company Contributions start?

When will my account be credited with 100% of 
Company s Contributions as my own?

Does your Company do a Graduated or Cliff-Vesting 
Schedule?



Resources for estimating Net 
Worth:

https://www.savingsbond.gov/
www.zillow.com
www.nada.com
www.tsp.gov
https://mypay.dfas.mil/mypay.aspx


http://www.ssa.gov/myaccount/
http://www.socialsecurity.gov/estimator/
https://www.ssa.gov/planners/retire/retirechart.html








www.dmdc.osd.mil/tgpsp






ACTIVITY: Financial Goals for Transition 
DIRECTIONS: 

1. 

2. 

3. 

NOTES: 









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






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

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


Current Location (zip code) 

Civilian Salary Equivalent 

Possible Second location (zip code) 

Civilian Salary Equivalent 

NOTES: 







NEW 
EXPENSES



o
o
o
o
o
o
o

o



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




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: 

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


Taxable Non-Taxable 



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




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: 

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


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: 

http://militarypay.defense.gov/Calculators/Active-Duty-Retirement/High-36-Calculator/
https://smartasset.com/retirement/retirement-taxes


https://tricare.mil/
https://tricare.mil/




o

o

o

https://www.healthcare.gov/see-plans/


o

o

o

o

o



o

o

o

o

o

o

o

o



https://www.healthcare.gov/veterans/
https://marketplace.cms.gov/
https://www.healthcare.gov/
https://tricare.mil/
https://tricare.mil/reserve/


https://www.benefits.va.gov/insurance/vgli.asp








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.



DEBT-TO-INCOME RATIO 

Total reoccurring monthly payments 

Gross Monthly Income 

DTI 

NOTES: 





o

o

o
o

o

o

https://www.myfico.com/


o

o

o
o

o



o

https://www.annualcreditreport.com/index.action
https://www.annualcreditreport.com/index.action




https://www.consumer.ftc.gov/topics/credit-and-loans
https://www.consumer.ftc.gov/topics/credit-and-loans




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




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

http://www.cfpb.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: 







o
o

o

- High-36 

- Legacy Retirement Program

http://militarypay.defense.gov/Pay/Retirement/
http://militarypay.defense.gov/Pay/Retirement/Reserve.aspx


o

o
o
o
o

o



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


o
o
o
o

https://www.youtube.com/watch?v=1e4Zs4suGWs
https://www.tsp.gov/index.html






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/


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: 







https://www.ssa.gov/benefits/retirement/estimator.html
https://www.ssa.gov/planners/retire/
https://www.ssa.gov/planners/retire/retirechart.html




Current income with BAH, BAS, etc. 

Civilian Equivalent Salary 

Monthly Expenses 

Total Debt 

Debt-to-Income Ratio 

Total Assets 

Net Worth 

NOTES: 



Short-Term 
Goal: 

Med-Term Goal: 

Long-Term Goal: 

NOTES: 





4.





https://www.sgbconline.com/assets/files/wu1HjCek/r/CFPB+How+to+Spot+Frauds+%26+Scams.pdf




https://www.dfas.mil/militaryseparations.html
https://mypay.dfas.mil/mypay.aspx
https://corpweb1.dfas.mil/askDFAS/faqView.do?faq.faqId=8628
http://files.consumerfinance.gov/f/201505_cfpb_financial-coaching-delivery-sites.pdf


https://www.dmdc.osd.mil/tgpsp/






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

http://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.

http://www.adviserinfo.sec.gov/
http://www.naic.org/
http://www.nasaa.org/
https://brokercheck.finra.org/Search/Search.aspx
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 



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 



http://militarypay.defense.gov/Calculators/Active-Duty-Retirement/High-36-
Calculator/

http://militarypay.defense.gov/Calculators/RMC-Calculator/
http://www.bestplaces.net/
http://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/
http://www.ftc.gov/credit
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/
http://www.cfpb.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


http://militarypay.defense.gov/Pay/Retirement/
http://militarypay.defense.gov/Pay/Retirement/Reserve.aspx
https://www.savingsbond.gov/
https://www.zillow.com/
http://www.nada.com/
https://www.kbb.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://www.dfas.mil/militaryseparations.html
https://powerpay.org/
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
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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. 

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.
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Understand the importance of skills and skill sets

Identify skills pertinent to your goals

Identify how and when to use the information

Identify skills pertinent to your employment or education 

Skills Development

Answer 25 statements 
to evaluate your 
marketability and 
career readiness

Answer 25 statements 
to evaluate your 
marketability and 
career readiness

Skills Development Career Marketability Test 
for Job-Seekers with Scoring Guide

Handout 1

Skills Development 2



• Use the information to reassess
skills identified in:
• Gap Analysis (MOS Crosswalk)
• DOLEW
• VA Benefit Briefings

• Use the information to reassess
skills identified in:
• Gap Analysis (MOS Crosswalk)
• DOLEW
• VA Benefit Briefings

Skills Development Skill List Worksheet

Handout 2

Skills Development 3

Respond to 15 statements 
to determine your 
analytical, creative and 
practical thinking 
intelligence skill scores

Respond to 15 statements 
to determine your 
analytical, creative and 
practical thinking 
intelligence skill scores

Skills Development Successful Intelligence 
Assessment

Handout 3

Skills Development 4



Identifies the five basic 
categories/transferrable 
skill sets – of marketable 
job skills

Identifies the five basic 
categories/transferrable 
skill sets – of marketable 
job skills

Skills Development Transferrable Skills Sets for 
Job-Seekers

Handout 4

Skills Development 5

Allows you to 
create a pie chart 
identifying all your 
different roles

Allows you to 
create a pie chart 
identifying all your 
different roles

Skills Development Percentage Worksheet

Handout 5

Skills Development 6



• VA Briefings
• Department of Labor Employment Workshop
• VA Briefings
• Department of Labor Employment Workshop

Supplements information on skills 
development provided in: 

• Categories of skills,
• Skills employers look for, and
• How to market your skills

• Categories of skills,
• Skills employers look for, and
• How to market your skills

Defines:

Provides a worksheet for you to track your own skills.

Skills Development

Skills Development 7

Assess and 
understand your 
current skill set

Identify skills 
relevant for 

employment or 
educational goals

Complete a skills 
assessment 
worksheet

Skills Development Course Objectives

Skills Development 8



Skills alone:
• Get you hired
• With or without

education.

Better paying 
jobs require: 
• Specific skills

and
• Experience.

Best paying 
jobs require:
• Skills,
• Knowledge,
• Experience,

and,
• Sometimes,

certifications.

Importance of Knowing Your Skills

Skills Development 9

Know your skills in 
order to:

Write a resume

Apply for a job

Gain a promotion

Change careers

Identify gaps

Knowing Your Skills Will Help You

Skills Development 10



• Write down your
• Selected ITP Track

• Job or type of job being
sought

• Career Objective

Skills List Worksheet Activity

Skills Development 11

• Portable

• Non-portable

• Hard

• Soft

Types of Skills

Skills Development

Knowing what types of skills there are helps 
you identify and write about your own skills.

12



Those gained in the military which are 
transferrable to a civilian position:
• Solid written, verbal, interpersonal

communications
• Proficient or expert use of computers
• Solid interpretation of regulations, processes,

and procedures
• Dependable and reliable in meeting deadlines

Portable Skills

Skills Development 13

Those gained in the military with a possible 
civilian translation:
• Break down, clean, re-assemble and fire an M-16 in 15

minutes / Mechanically adept OR Handy with tools
• March 30 miles carrying 110-lb pack / Can lift and carry

110 pounds for long periods of time
• Fire a weapon at expert level / Keen eyesight and

attention to detail
• Build/Disarm explosive devices / Can strictly follow safety

directions

Non-Portable Skills

Skills Development 14



Specific, teachable abilities that may be required in a 
given context, such as a job or university application:
• Typing / Keyboarding • Operating machinery
• Computer programming • Software development
• Foreign language • Multilingual
• Microsoft Word, Access, etc. • Bookkeeping / Accounting
• Tax preparation • Technical Support
• Environmental Safety • Food preparation
• Freight forwarding • Quality Control /Quality Assurance
• Behavioral Health • HR Management
• Security administration • Equipment Maintenance

Hard Skills

Skills Development 15

Personal attributes that enhance an individual's 
interactions, job performance, and career prospects:
• Communication • Flexibility
• Leadership • Motivation
• Patience • Persuasion
• Logical Thinking • Common sense
• Listening • Teamwork
• Time Management • Work Ethic
• Responsibility • Sense of humor
• Integrity • Conflict Resolution

Soft Skills

Skills Development 16



Types of Skills Activity

Skills Development 17

Types of Skills Activity

Skills Development 18



• Write down
• Skill name or identifier
• Skill type:

Portable, Non-Portable,
Hard, or Soft

• Your Skill level:
Beginner, Intermediate,
Advanced, or Expert

• Years you have been using
the skill

Skills List Worksheet Activity

Skills Development 19

Good Example of Detailed List 
of Skills

Bad Example of Detailed List 
of Skills

Summary of Skills

Skills Development

1. Is your list concise and orderly?
2. Do the skills apply to your identified career path / objective?
3. What other document might you use to analyze your skills?

20



Skills and Marketability
Knowing the value of your skills
increases confidence.
Confidence in your skills translates
to marketability.
Marketing yourself leads to
opportunity.
EXAMPLE: If you are confident in
your skills, you will more naturally
be able to communicate them,
ultimately making you a better
marketer/ promoter for yourself.
The bottom line:  Be confident in your skills to assist
i succeeding.

21

Analytical (problem-solving, data analysis, creativity)

Communication (verbal, written, in-person, online, telephonically)

Interpersonal (collaboration, diplomacy, mentoring)

Leadership (positivity, trustworthiness, commitment)

Positive Attitude (can do, flexible, dedicated)

Teamwork (conflict management, reliable, respectful)

Top Skills Employers Seek

Technical (project management, technical writing, social media
experience)

22Skills Development

Skills Development



Today’s corporate workforce brings work with 
them wherever they go.  Some examples are:
• Laptops, tablets
• Cloud Data Management Interfaces (CDMIs),

iPads
• Spontaneous meetings on-the-go
• Multi-tasking environments

Be prepared to be mobile and flexible. Don’t 
be shocked if:
• On being hired, you are assigned a “virtual”

desk and phone number, where you sit at a
different work station every day, and you tie in
your phone logon to that desk phone.

• When you go to lunch, you take your laptop.

New Skill: Mobility and Flexibility

Skills Development 23

• You never know when you may be changing
careers again.

• It is a good idea to take tests every so often
to assess changes in aptitude, career
direction, and marketability.

• You can do this with any online test on
hundreds of job search sites, such as

• Livecareer/Quintcareers,
https://www.livecareer.com,

• O*NET Interest Profiler,
https://www.mynextmove.org/explore/ip,
or

• Monster, https://www.monster.com/

Continually Assess Yourself

Skills Development

ASSESS

PLANDECIDE

ACT

ACHEIVE

24

https://www.livecareer.com
https://www.mynextmove.org/explore/ip
https://www.monster.com


Two Skills 
Assessments:

Successful 
Intelligence 
Assessment

Career 
Marketability 
Test

Skill Assessment Activity

Skills Development 25

To get your analytical intelligence score, add up responses to 
questions 1, 2, 7, 8, and 13 

• 20+ pts.-- Your analytical thinking skills are strong
13-19 pts.-- Your analytical thinking skills are average
Under 13 pts.-- Your analytical thinking skills are weak

To get your creative intelligence score, add up responses to 
questions 3, 4, 9, 10, and 14 

• 20+ pts.-- Your creative thinking skills are strong
13-19 pts.-- Your creative thinking skills are average
Under 13 pts.-- Your creative thinking skills are weak

To get your practical intelligence score, add up responses to 
questions 5, 6, 11, 12, and 15 

• 20+ pts.-- Your practical thinking skills are strong
13-19 pts.-- Your practical thinking skills are average
Under 13 pts.-- Your practical thinking skills are weak

Successful Intelligence Assessment Activity

Skills Development 26



If your yes answers total: 

• 23-25... You're in great shape -- you are
ready for a successful job search.

• 21-22... You need some fine-tuning --
checking out some of the Quintessential
Career Resources could be just the edge to
get you that job.

• 18-20... You need more preparation -- better
go out and read several of the articles and
tutorials available at Quintessential Career
Resources .

• Under 18...  You have a lot of work ahead of
you -- better run out and read as many of
the articles and tutorials available at
Quintessential Career Resources.

Career Marketability Test Activity

Skills Development 27



Chart Title

Soldier Parent Spouse

Neighbor Mentor Volunteer

• What is your percentage of
being a:
• Soldier
• Parent
• Spouse (Family Member)
• Neighbor
• Mentor
• Volunteer (Coach)

• Goal:
• Find the right balance between

parts of your life before you
plan a future.

Define Yourself

Skills Development 29

Define Yourself Activity

Skills Development

50%

20%

25%

5%

Caregiver of 
my parents

Soldier

Spouse

Coach

30



SFL-TAP 
Center

•Brick and Mortar (https://www.sfl-tap.army.mil/default.aspx) 
•Virtual Center (24/7 – except for New Year’s Day, Thanksgiving, and Christmas, 1-800-325-

4715) 

•Brick and Mortar (https://www.sfl-tap.army.mil/default.aspx) 
•Virtual Center (24/7 – except for New Year’s Day, Thanksgiving, and Christmas, 1-800-325-

4715) 

SFL-TAP Staff

•SFL-TAP Counselor - Individual Appointments (resume assistance, ITP review, mock Interview,
etc.)

•SFL-TAP Financial Counselor - Individual Appointments (budget review, financial planning, 
etc.)

•SFL-TAP Counselor - Individual Appointments (resume assistance, ITP review, mock Interview,
etc.)

•SFL-TAP Financial Counselor - Individual Appointments (budget review, financial planning, 
etc.)

Additive 
Courses

•Virtual Center (Live instructor - Dress for Success, Interviewing Techniques and Salary 
Negotiations, Advanced Resume Writing, Federal Resume Writing, and Skills Development)

•JKO (Asynchronous course - Dress for Success, Interviewing Techniques. Salary Negotiations, 
Resume Essentials, Federal Employment, and Skills Development)

•Virtual Center (Live instructor - Dress for Success, Interviewing Techniques and Salary 
Negotiations, Advanced Resume Writing, Federal Resume Writing, and Skills Development)

•JKO (Asynchronous course - Dress for Success, Interviewing Techniques. Salary Negotiations, 
Resume Essentials, Federal Employment, and Skills Development)

Assistance

Skills Development 31

Importance of 
knowing your 

skills
Types of skills Skills and 

marketability

Top skills 
employers 

seek

Assessing 
yourself Assistance

Summary

Skills Development 32

https://www.sfl-tap.army.mil/default.aspx


Thank you for 
your Service and 
Class attendance.

Skills Development 33



Caareer Marketability Test for Job-Seekers with Scoring Guide 

By Randall S. Hansen, Ph.D., and Katharine Hansen, Ph.D. 
http://www.quintcareers.com/marketability_test.html, Reprinted with permission 

The more job-seekers strive to improve your marketability and career readiness, the more 
effective and successful your job search will be.  Understanding the key marketing concepts of 
job-hunting — including the importance of using career networking techniques to uncover job 
leads and touting your skills and accomplishments on your resume — will improve your chances 
of finding the job of your dreams.  Ready to test your career marketability?  Take our test and 
find out where you stand! 

Instructions: Answer yes or no to each of the following 25 statements.  Record your score as 
honestly as possible.  Use some of the links within the quiz to strengthen your knowledge of key 
job-search tools and strategies.  Enjoy.  

Part I: Personal and Professional Development 
1. I regularly read key media sources in print and online (including

trade journals) to stay abreast of key issues in business and my field
of interest.

Yes No 

2. I attend seminars and workshops (in person or online) that will add
to my knowledge and expertise.

Yes No 

3. I belong to at least one professional or industry trade group. Yes No 
4. I have had increasing levels of responsibility, been promoted in the

past five years, and seek out new opportunities to showcase my
talents.

Yes No 

5. I am actively building a professional online identity and career
brand.

Yes No 

Part II: Job-Search Preparation 
6. I have identified my key skills and abilities, as well as my strengths

and weaknesses.
Yes No 

7. I know proper business etiquette and how to dress professionally. Yes No 
8. I know the key elements of my (the Unique Selling Proposition) that

differentiate me from other job applicants.
Yes No 

9. I know exactly the kind of job I want next -- or am in the process of
determining my next career step.

Yes No 

10. I can research companies and industries -- and know how to use the
information in all aspects of my job-hunting once I gather it.

Yes No 

https://www.livecareer.com/quintessential/marketability_test


Caareer Marketability Test for Job-Seekers with Scoring Guide 

Part III: Career Networking Basics 
11. I understand that the vast number of future job opportunities (job

leads) will come from people I know -- people in my network --
rather than any other job-hunting technique.

Yes No 

12. I keep in regular contact with colleagues I have worked with (and
attended school with) in the past and others I have met through
professional and community activities.

Yes No 

13. I have several versions of my Elevator Speech prepared so that I am
ready for any networking opportunity.

Yes No 

14. I attend professional conferences, trade shows, and conventions --
and make contacts with colleagues and leaders in my field during
those events.

Yes No 

15. I am actively engaged in at least one online networking site (such as
LinkedIn, Facebook, etc.).

Yes No 

Part IV: Cover Letter Essentials 
16. I take advantage of using cover letters -- and when I do, I address all

my cover letters to named individuals (hiring managers) when
possible and use non-sexist language when I don't.

Yes No 

17. I always carefully tell what I can do for the company rather than
what the company can do for me.

Yes No 

18. I create custom cover letters, tailored to each situation, job, and
employer.

Yes No 

19. I know how to write a traditional printed cover letter as well as one
that is emailed to prospective employers.

Yes No 

20. I have eliminated all errors from my cover letters, carefully
proofreading and editing them before sending.

Yes No 

Part V: Resume Necessities 
21. I have a very clear focus to my resume, using either a career/job

objective (entry-level job-seekers) or a qualifications summary (and
possibly a keywords section).

Yes No 

22. I have described at least three key accomplishments (not job duties)
-- using action verbs -- for each job I am listing on my resume.

Yes No 

23. I have determined my best format (chronological, functional, or
chrono-functional), the ideal length, and an attractive design for all
my resumes -- printed, online/Web, job boards, and emailed/text
versions.  (See our Resume FAQ for more details.)

Yes No 

24. I update my basic resume regularly, adding new accomplishments,
recognition, certifications, or other important information.

Yes No 

25. I have eliminated all errors from my resumes, carefully proofreading
and editing them before sending.

Yes No 

GRAND TOTALS 



Caareer Marketability Test for Job-Seekers with Scoring Guide 

Scoring:  
Total your "yes" answers.  Give yourself 1 point for each yes response.  If your yes answers 
total:  

23-25... You're in great shape -- you are ready for a successful job search.

21-22... You need some fine-tuning -- checking out some of the Quintessential Career Resources
could be just the edge to get you that job.

18-20... You need more preparation -- better go out and read several of the articles and
tutorials available at Quintessential Career Resources.

Under 18...  You have a lot of work ahead of you -- better run out and read as many of the 
articles and tutorials available at Quintessential Career Resources.  



Skkill List Worksheet – SFL-TAP Skills Development Topic 

Please complete as much of this information as possible before attending the MOS Crosswalk or the 
Department of Labor Employment Workshop (DOLEW).  Identify the skill type, your skill level, and how 
many years you have been using this skill. 

Selected ITP Track __________________________________________________________ 
Job or type of job being sought: __________________________________________________________ 
Career Objective: __________________________________________________________ 

__________________________________________________________
__________________________________________________________

Skill Name / Identifier 

Type 
(Portable, 

Non-Portable, 
Hard, Soft) 

Level 
(Beginner, 

Intermediate, 
Advanced, or 

Expert) Years 



Successful Intelligence Assessment:  
What's Your Degree of Analytical, Creative, and Practical Thinking?  

A Quintessential Careers Quiz, https://www.livecareer.com/quintessential/intelligence-quiz, 
(Reprinted with permission). 

Directions: Please chose a response, from 1 (least like me) to 5 (most like me), to the following 
statements:  

1. I tend to perform well on objective tests (true-false, fill-in-the-
blank, matching, and multiple choice questions — where there is
only one right answer). 1 2 3 4 5 

2. I consider myself book smart.  (I learn subjects easily and enjoy
educational successes.) 1 2 3 4 5 

3. I tend to resist true and tried ways of doing things in favor of doing
something differently. 1 2 3 4 5 

4. I consider myself to be innovative and imaginative. 1 2 3 4 5 

5. I tend to be able to see patterns in how people behave — and how
to deal with them successfully. 1 2 3 4 5 

6. I feel I learn more from personal experience (street smarts) than
from formal lessons. 1 2 3 4 5 

7. In team situations, I like to tackle the details of a problem. 1 2 3 4 5 

8. I sometimes over think things and miss my moment of
opportunity. 1 2 3 4 5 

9. In team situations, I like to brainstorm new ideas for solving the
problem. 1 2 3 4 5 

10. I dislike routines and seek out new experiences. 1 2 3 4 5 

11. In team situations, I like to develop the steps in the plan. 1 2 3 4 5

12. I like things organized, broken down into steps to a goal. 1 2 3 4 5 

13. I prefer problems with as little ambiguity as possible. 1 2 3 4 5 

14. I believe problem-solving is all about finding new solutions to old
problems. 1 2 3 4 5 

15. I can apply what I have learned from different sources to solve a
current problem. 1 2 3 4 5 

https://www.livecareer.com/career/advice/jobs/intelligence-quiz


Successful Intelligence Assessment:  
What's Your Degree of Analytical, Creative, and Practical Thinking?  

Scoring:  
To get your analytical intelligence score, add up responses to questions 1, 2, 7, 8, 13 
20+ pts.  -- Your analytical thinking skills are strong 
13-19 pts.  -- Your analytical thinking skills are average
Under 13 pts.  -- Your analytical thinking skills are weak

To get your creative intelligence score, add up responses to questions 3, 4, 9, 10, 14 
20+ pts.  -- Your creative thinking skills are strong
13-19 pts.  -- Your creative thinking skills are average
Under 13 pts.  -- Your creative thinking skills are weak

To get your practical intelligence score, add up responses to questions 5, 6, 11, 12, 15 
20+ pts.  -- Your practical thinking skills are strong 
13-19 pts.  -- Your practical thinking skills are average
Under 13 pts.  -- Your practical thinking skills are weak

https://www.livecareer.com/quintessential 
Student Career Changer Job Seeker 

Resume Tools Cover Letter Resume Services
Jobs Articles Career Tools

https://www.livecareer.com/


PPercentage Pie Chart Worksheet 

Mark off sections of the circle below to complete a pie chart which reflects your percentages of the 
different parts of you.  These are some suggested headings, but you may want to add others:  1) Soldier, 
2) Parent, 3) Spouse /Family member, 4) Neighbor, 5) Mentor, and 6) Volunteer.



Transferable Skills Sets for Job-Seekers 

http://www.quintcareers.com/transferable_skills_set.html 
Reprinted with Permission

Marketable job skills can be broken down into five basic categories -- transferable skills sets -- 
that job-seekers can use in showing applicable skills from one job/career to the next. 

Not sure how to use transferable skills?  Make sure you read Strategic Portrayal of Transferable 
Skills is a Vital Job-search Technique so you know how to best use transferable skills in your job-
search.  

Below is a list of five broad skill areas, which are divided into more specific job skills: 

Communication Skills: the skilful expression, transmission and interpretation of knowledge and 
ideas. 

Speaking effectively Writing concisely Listening attentively 
Perceiving nonverbal messages Facilitating group discussion  Providing appropriate feedback 
Negotiating  Expressing ideas Persuading  
Reporting information Describing feelings Interviewing  
Editing  

Research and Planning Skills: the search for specific knowledge and the ability to conceptualize 
future needs and solutions for meeting those needs. 

Forecasting, predicting Creating ideas Identifying problems 
Imagining alternatives Identifying resources Gathering information 
Solving problems Developing evaluation 

strategies 
Extracting important 
information  

Defining needs Analyzing  Setting goals 

Human Relations Skills: the use of interpersonal skills for resolving conflict, relating to and 
helping people. 

Developing rapport Being Sensitive Listening  
Conveying feelings Providing support for others  Motivating  
Sharing credit Counseling  Cooperating  
Delegating with respect Representing others Perceiving feelings, situations  
Asserting  

https://www.livecareer.com/quintessential/transferable_skills_set


Transferable Skills Sets for Job-Seekers 

Organization, Management and Leadership Skills: the ability to supervise, direct and guide 
individuals and groups in the completion of tasks and fulfilment of goals. 

Initiating new ideas Handling details  Coordinating tasks  
Managing groups Delegating responsibility Teaching  
Coaching Counseling Promoting change 
Selling ideas or products Decision making with others Managing conflict 

Work Survival Skills: the day-to-day skills that assist in promoting effective production and work 
satisfaction. 

Implementing decisions Cooperating  Enforcing policies 
Being punctual Managing time Attending to detail 
Meeting goals Enlisting help Accepting responsibility 
Setting and meeting deadlines Organizing  Making decisions 







https://www.linkedin.com/




















http://www.wordle.net
http://tagcrowd.com
https://worditout.com








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

https://www.dmdc.osd.mil/tgps


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

https://jst.doded.mil/smart/


https://careers.state.gov/gateway/lang_prof_def.html
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 RESUME TEMPLATE 
NAME (First and last name, no nicknames) 

Mailing Address with no abbreviations (except states) 
City, State Zip 

Contact Phone Number * Professional Email Address 
(Tell the employer your name and how to reach you) 

OBJECTIVE  
(Tell the employer what you want or what you bring) 

Usually 1 sentence. Obtain a position as listed in advertisement with position identifying number if 
applicable OR combine Objective statement with Summary of Qualifications Introduction statement.  

SUMMARY OF QUALIFICATIONS 
(Tell the employer about yourself using the 4-part formula below. If you mention it in the summary, 

then it should be mentioned in the resume.) 

1. Introduction sentence.
a. Length of employment with what organization doing what.

2. Hard Skills
a. Proficient in…..  
b. Experienced in…..  
c. Knowledgeable in…..  

3. Soft Skills
a. Use two to three skills that would fit well with the position applying for (and fits your

skills)
b. Communication, team player, loyal, decision-maker…

4. Other
a. Add other relevant information such as TOP SECRET Clearance, Bi-lingual, excellent

driving record, top physical condition, flexible and available for travel, etc.
b. This added information should be relevant to the position.

 Tell the employer about your strengths and abilities using one-word descriptors below the Summary of 
Qualifications. This section is referred to as Competencies, Skills or a Hot Zone.   

Use the table below to enter 3, 6 or 9 words. Refer to pages 10 – 14 for suggested skills. 



FIRST AND LAST NAME (Always include heading and page number on additional pages)        2 

WORK EXPERIENCE 
(Tell the employer what knowledge, skills and abilities you have as related to  

the advertised position.) 

Position Title  Beginning Month and Year – Ending Month Year 
Location Enter in “Present” if still employed 

Give an 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. Sentences starters - Proficient 
in…Plan and implemented…comprehensive experience in…Extensive knowledge of…Train and 
supervised staff in…Planned and conducted…etc. 

Duties 
• Add statements of your duties listing highest skill level first
• Start with an active verb such as monitored, documented, supervised
• Do not repeat yourself
Accomplishments or responsibilities
• Add statements of your accomplishments and how you helped the organization
• Accomplishment
• Accomplishment

TIP: Use the “Which resulted in…” technique. Example: Managed complex 750K logistics project 
completing project 10 weeks early. Which result in…Managed complex 750K logistics project 
completing project 10 weeks early with a cost savings of 52K. 

Repeat block above based on amount of jobs as far back as 10 years.  

EDUCATION and TRAINING 
(Tell the employer about your civilian education level; include certifications) 

Continuing Education or Pursuing Degree, Name of Institution, State (hrs. completed)   YYYY 
Degree Earned, Name of institution, State  YYYY 
Bachelor of Arts, Business, Logan College, Loganville, IA  YYYY 

 (Next, tell the employer about any military, on-the-job training or certification) 

Graduate, Name of Course, US Army, City, ST YYYY 
Certificate, Name of Course, US Army, City, ST  YYYY 
Certificate, Name of Course, US Army, City, ST  YYYY



FIRST AND LAST NAME (Always include heading and page number on additional pages)        3 

OPTIONAL SECTION HEADINGS 
(Tell the employer anything else they should know as related to the position) 

AWARDS 
Name of the award grantor, name of the award, purpose of the award. YYYY

LANGUAGE SKILLS 
Language:  competency level 
Enter the language followed by a proficiency level such as native, conversational, fluent, written, 
spoken, speaking and reading, basic writing, listening, business speaking, etc. 

MEMBERSHIPS / VOLUNTEER WORK 
Name of the Association, Office Title if applicable otherwise YYYY-YYYY
Identify as “member” OR “volunteer”.   
Membership in professional associations, clubs or community groups, or volunteer organizations; 
include name of the association, any offices held and the dates.  
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FUNCTIONAL RESUME - PARAGRAPH SKILL TITLE 

CLERICAL / ADMINISTRATIVE 
Administration Office Management Computer Operations 
Customer Service Personnel Service Training / Instruction 
Finance / Payroll Accounting / Auditing Paralegal 

COMMUNICATIONS  
Installation Operations Maintenance / Repair 
LAN / WAN / Cable / Wiring Troubleshooting Documentation 
Network Administration Supervision / Training 

FOOD SERVICE 
Dining Facility Operations Food Preparation Kitchen Equipment Repair 
Stock Control Sanitation / Safety Menu Planning 
Customer Service Supervision / Training 

HEALTH CARE  
Emergency Medical Care Patient Care Medical Administration 
Stock Control Laboratory Skills Emergency Vehicle Operations 
Orthopedics Veterinary Therapy
Supervision / Training 

SECURITY / LAW ENFORCEMENT 
Security Operations Marksmanship/Weapons Physical Conditioning 
Vehicle Operations Communications Administration 
Supervision / Training 

SYSTEMS PROGRAMMING 
Computer Operations Computer Maintenance Systems Analysis 
Installation Database Management Software Design 
Supervision / Training 

VEHICLE MAINTENANCE 
Vehicle Maintenance Engine Repair Troubleshooting 
Brake System Repair Vehicle Operations Safety 
Air Conditioning Electrical Repair Hazmat 
Parts Inventory Supervision / Training 

WAREHOUSE / DISTRIBUTION 
Shipping Receiving Purchasing
Material Management Warehouse Operations Vehicle / Forklift Operations 
Requisitions / Ordering Preventive Maintenance Safety / OSHA / HAZMAT 
Supervision / Training Inventory Control Material Handling 



IDENTIFICATION OF JOB SKILLS BY OCCUPATION 

AVIATION 

Pilot Certification Flight Operations Flight Instructing 

Turbine Engine Sheet Metal Fabrication 

Avionics Safety / QC / Inspections Calibrations 

Armament Air Conditioning Diagnostics / Maintenance 

Installation Air Traffic Control Aerial Maps 

Route Planning Airframe Power plant  

Navigation Pre-Flight Checks Night Vision

Communications Instruments Fixed wing

COMBAT ARMS, TRANSPORTATION, FUEL HANDLING, SUPPLY 

Security / Guarding Instruction Driving 

Vehicle Ops Storage / Distribution Testing 

Transportation Customer Service Inspection

Record Management Environmental Safety Automation 

Combat Lifesaver / First Aid Issuing Refueling 

Receiving / Shipping Recycling Communications 

Surveillance Equipment Ops QC / Inventory Control 

Preventive Maintenance Loading / Unloading Supplies / Ordering 

COMMUNICATIONS, INFORMATION MANAGEMENT 

Programming Transmission Safety

Satellite Ops Customer Service Software 

Power Systems Technical Support System Analysis 

Computer Security Report Preparation Wiring Diagrams 

Data Collection Oral Communications Antennae Systems 

Monitoring System Administration Data Entry 

Media Services Programming

Telecommunications Equipment Maintenance Correspondence



FOOD SERVICE, HOSPITALITY 

Nutrition Serving Menu Planning

Reservations Staffing Lodging

Catering Hospitality Vendor Liaison

Marketing Business Development Forum Scheduling

Entertainment Beverage/Liquor Product Demonstration

Organization Contract Assessment Food Design/Displays 

Budgeting / Ordering Supply Allocations Food Storage 

Food Conservation Food Preparation Sanitation 

INSTRUCTION, TRAINING  

Presentations Briefings Instruction

Public Speaking Evaluate / Critique Material Preparation 

Conduct O.J.T. Demonstrations Scheduling 

Student Relations Training Analysis Assessment 

Coordination Product Knowledge Motivation

Coach/Mentor Training Standards Curriculum

Communicative Skills Classroom Preparation Group Facilitation 

Illustrations Training Aids Course Development 

LAW ENFORCEMENT, PUBLIC SERVICES  

Security Patrolling Weapons

Hand/Vehicle Radios Protection Guarding 

Apprehension Prisoner Detainment Surveillance

Communication Gate Guard Access Control Point 

Searching Interviewing Research

Records Check Investigations Vehicle Ops 

First Aid/CPR Fitness Training Customer Service 

Administration Supervision Firefighting



MANAGEMENT, SUPERVISION, ADMINISTRATION 

Planning / Strategic Planning Program Evaluation Problem Solving 

Conflict Resolution Technical Guidance Professional Support 

Program Direction Communicative Skills Budget Formulation 

Resource Management Leadership Report Preparation 

Presentations Info Systems Management Decision Making 

Prioritizing Staff Development Performance Evaluation 

Contracting / Outsourcing Statistics / Analysis Interviewing / Screening 

Facilities Management Financial Planning Quality Assurance 

MEDICAL, SOCIAL SERVICES 

Screening Medical History Patient Records 

Documentation Health Plan Coordinator Department Coordinator 

Certifications Licensures Scheduling

Customer Service Patient Care Speech Therapy 

Treatment Medication Sanitation

Sterilization Risk Assessment Examinations

Trauma Operating Room Oncology

Patient Vitals X-rays EEG/ECG/EKG’s 

OFFICE ADMINISTRATION, FINANCE 

Reception Coordination Reports / Suspense 

Data Entry / Typing File Management Internal Control 

Publications Forms Correspondence

Customer Service Statistics Bookkeeping 

Office Automation Payment Computation Cashier 

Disbursement Auditing Mail & Distribution



SALES, MARKETING  

Presentations Briefings Evaluations

Customer Service  Client 
Satisfaction 

Market Research Scheduling 

Customer Relations Market Analysis Assessment 

Coordination Product Knowledge Purchasing

Advertising Product Testing Area Canvassing 

Communicative Skills Motivation Demonstrations 

TECHNICAL, MECHANICAL, AND CONSTRUCTION 

Diagnostics Assembly Airframe

Parts Maintenance Codes

Repairs Electrical Systems Test Operations 

Records Plumbing Projects

Rebuilding Fuel Systems Welding

Safety Carpentry Construction

Installation Transmissions Shop Operations

Calibration Excavation Technical Guidance

Additional Resource:  DA Pam 611-21 or Directory of Occupational Titles (O’NET) 

SUGGESTED SENTENCE STARTERS 
Comprehensive experience in… 
Extensive knowledge of… 
Familiar with… 
Knowledge of… 
Plan and conduct… 
Plan and implement… 
Proficient in… 
Proven abilities in… 
Skilled in… 
Train and supervise staff in… 
Utilize… 



ACTION VERBS - TO DESCRIBE ACCOMPLISHMENTS 
THINGS IDEAS

Built Adapted
Calculated Analyzed
Changed Coordinated
Compiled Created
Completed Defined
Constructed Devised
Created Educated
Designed Established
Drafted Executed
Edited Explained
Enlarged Illustrated
Established Implemented
Evaluated Initiated
Examined Innovated
Expanded Integrated
Expedited Interviewed
Facilitated Investigated
Familiarized Maintained
Formulated Marketed
Generated Modified
Governed Monitored
Guided Negotiated
Hired Obtained
Identified Organized
Improved Presented
Increased Presided
Indexed Processed
Informed Proposed
Inspected Publicized
Installed Recommended
Invented Recorded
Prepared Recruited
Programmed Related
Revised Surveyed
Specified Synthesized
Used Transmitted
Wrote

PEOPLE

Accomplished
Activated
Adapted
Adjusted
Administered
Advertised
Advised
Analyzed
Arranged
Assembled
Assisted
Calculated
Catalogued
Chaired
Coached
Conceptualized
Conciliated
Conducted
Consulted
Contracted
Coordinated
Delegated
Demonstrated
Devised
Directed
Distributed
Effected
Explained
Indoctrinated
Managed
Motivated
Organized
Programmed
Promoted
Stimulated
Supervised
Taught



GENERAL SUMMARY OF QUALIFICATIONS BULLETS - SOFT SKILLS 

PRODUCTIVITY SKILLS 
• Highly organized; accomplished assigned tasks in an efficient manner.
• Well qualified professional accustomed to competently managing multiple assignments in fast

paced environments that depend on efficiency and accuracy.
• Supervise and promote teamwork while accomplishing tasks and deadlines.

COMMUNICATION SKILLS 
• Possess strong communication skills, proven leadership and excellent interpersonal skills.
• Able to make difficult decisions and communicate effectively in stressful situations.
• Possess excellent briefing skills and poise; highly experienced in and comfortable with briefings to

senior leaders.
• Ability to make important decisions and communicate effectively in stressful situations.

LEARNING SKILLS 
• Ability to comprehend new procedures quickly and adapt to a fast-changing environment.
• Adaptive and able to comprehend new operations and procedures with minimal training and

supervision
• Ability to quickly master new operations.

SPECIFIC SKILLS 
• Exceptionally competent self-starter with a strong Human Resources background.
• Ability to assess operations involving major organizations and develop cost saving measures, while

maximizing productivity.
• Able to motivate personnel and ensure compliance with standard operating procedures.
• Skilled in producing higher performance standards and enhancing productivity.
• Skilled in cross-functional team building, organizational performance movement and productivity

gain.
• Enforced federal and state safety rules and standards.

JUDGMENT SKILLS 
• Capable of exercising independent judgment within defined procedures and processes to determine

appropriate approach.
• Possess effective and innovative problem solving skills.

TEAM PLAYER 
• Strong ability to work as a contributing team member or team leader.
• Team player with exceptional interpersonal communication skills.

DEPENDABILITY 
• Structured individual who is self-motivated to achieve results.
• Discipline, honest, and dependable with strong work ethics.
• Reliable and ready to accept any challenge.



BULLETED STATEMENTS 

Maintenance 
• Researched, obtained approval for purchase, and managed the installation of upgraded on-board

video equipment, increasing the video recording capability by ###% and image quality by ##%.
• Observer for two Army Attack Helicopter units consisting of approximately ### personnel as

well as ## Apache Helicopters and over ## wheeled vehicles each.
• Initiated, coordinated and supervised # personnel in the installation of equipment modifications

on ## radio transmitters and receivers, saving over $##, ### in contractor fees.

Finance 
• Managed a $## million Cash Holding Authority for a major US Government agency.
• Analyzed monthly department budgeting and accounting reports for the purpose of maintaining

expenditure controls.
• Supervised operations associated with the disbursement and collection of over $# million

annually, affecting government payments to employees in # foreign currencies - worldwide.

Human Resources Management 
• Applied a true hands-on approach, as well as strong knowledge of non-union distribution /

manufacturing environments, systems theory, organizational communications, consultation
skills, and analytical thinking; in addition, effective presentation, and persuasion skills.

• Administered compensation programs for hourly and salaried personnel
• Ensured effective management of the Global Performance System that provided policy, process,

and tools for performance plans, career development, reviews and upward supervisory
feedback.

Instructor / Training 
• Qualified ## classroom instructors.
• Recognized by senior level Management for management and training excellence, in training

proficiency and adaptation of training protocols during annual readiness exercises.
• Developed and implemented ## lesson plans with handouts that resulted in a ##% increase in

student learning and comprehension.

Logistics 
• Established and managed a 23,000 sq. ft. - Government Storage Facility accordance with federal

regulations.
• Supervised and coordinated activities of ## workers involved in; the ordering receiving, storing,

inventorying, issuing, and distribution, supplies, tools, equipment, and parts, within a stock
room and government warehouse.

• Researched the history of items lost, damaged, or misplaced to determine reasons for
discrepancies. Conducted 100% inventories and the distribution of supplies.



Management 
• Conduct quarterly safety inspections ensuring installed safety equipment is within inspection

cycles and all safety equipment is within inspection standards and cycles.
• Directed all preventative and corrective maintenance action of over 35 assorted shipboard

systems, valued in excess of $5 million.
• Initiated a comprehensive training program, cross training 8 technicians on radar and

communications systems troubleshooting procedures, reduced trouble call response time by
65%, and maintained 100% operational capability for over 3-years.

Operations 
• Coordinated and organized effective instructional programs with various organizations resulting

in being recognized by senior management for obtaining a 100% training proficiency rating in
all evaluated areas.

• Adapted Total Quality Management training to meet the needs of the Kentucky Army National
Guard, and conducted individual, and team training to over ### individuals.

• Established long-range training objectives, and provided guidance for both individual and
organizational training requirements to over #### employees in located within 6- states.

Personnel 
• Planned and conducted new employee orientations to foster positive attitude toward company

goals, while ensuring full comprehension of all products and services offered to the public.
• Accountable for ## staff sales and recruiting representatives, ## government sedans, and ##

computer networks, with a regional responsibility of ### square miles.
• Directly supervised over 17 equipment technicians in the daily performance of maintenance

applications, training missions, and quality control.

Sales 
• Conducted over 158 exhibit shows to 35,000 potential job applicants, providing a quality lead

source for local recruiters.
• Accurately managed a $130,000 operations budget to assist in the recruiting of highly qualified

individuals, and coordinated a worldwide training program for sales technicians.
• Earned to highest achievement award given by the U.S. Army Recruiting Command, the Glenn

E. Morrell Award of Recruiting Excellence.

Security / Law Enforcement / Corrections 
• Secured tactical equipment inventory valued in access of $40 million.
• Accurately accounted for, maintained, and secured; 3 HMMWV’s, 6 Secure Radio Systems, 9

M9 Pistols, 3 M203 Grenade Launchers, 6 M4 Rifles, 3 M239 Squad Automatic Weapons, 3 MK
19 Grenade launchers and peripheral equipment valued in excess of $750,000.00.

• Recognized for training skills; certified 100% of the MWD Teams on most recent certifications
and exceeded the Department of Defense standard of 90%



GENERAL SUMMARY OF QUALIFICATIONS EXAMPLES 

1) Over 8 years of experience as an Aviation Technician. Supervised and evaluated up to 36
technicians in all aspects of Aircraft Maintenance. Conducted over 12 major maintenance
inspections including follow-on maintenance such as: complicated flight control rigging,
vibration analysis, blade angles, engine rigging, power on checks, and conducted maintenance
test flights. Computer literate and possess a U.S. Government security clearance. Recognized
constantly for outstanding job performance in the Aviation Maintenance field.

2) Over 15 years of experience as a Supervisor in an Avionics Shop. Supervised up to 38
specialists conducting inspections, tests, adjustments, and repairs of avionics equipment, such
as:  radar, radio, pulse, navigation, auto pilot, and compass systems; installed in aircraft and
space vehicles. Coordinated activities of specialists engaged in scheduled inspections, servicing,
and maintenance of avionics equipment. Achieved and awarded for a 25% increase in
maintenance productivity and a safety record of zero incidents over a 2 year period while
maintaining 100% serviceability of over 35 aircraft, valued at $50 million. Computer literate
and possess a U.S. Government Security Clearance.

3) Bachelor’s Degree with over 10 years of experience as a Career Flight Officer. Flew fixed and
rotary blade aircraft including the RC-12P/Q/H and the OH-58D a total of more than 1,633
hours with zero incidents across 4 continents. Conducted flight training in 25 states, over 60
airports, including high altitude, short runway, and extreme heat operations. Currently possess
licenses and ratings including: Commercial Privileges of Airplane Single Engine/Multi-engine
Land, Rotorcraft Helicopter, Instrument Airplane and Helicopter, (BE-200 type rating), Airline
Transport Written, FAA Class I Medical (no restrictions), Restricted Radiotelephone Operator
Permit and valid U.S. Passport.

4) Multi-faceted human resources manager/organizational developer and manager with 17 years’
experience managing national level programs. A demonstrated performer with success in
operations, intelligence, strategic planning, logistics, recruiting, human resources and
organizational administration. Insightful analyst with outstanding communications skills.
Proven track record in motivating a diverse work force to achieve tough standards. Graduate of
premier management and leadership programs.



DOLEW MASTER RESUME EXAMPLE 
Michael Cook 

135 Oak Street, Eastport, MD 21111 
(301) 555-5555   michael.n.cook@gmail.com

Summary of Qualifications    
Astute military professional with 8 years comprehensive ground combat experience that includes 
extensive training and simulation participation to ensure maximum readiness. Extensive knowledge of 
ground surveillance protocol, mine detection techniques and explosives removal procedures. Proven 
ability to adapt to new surroundings while remaining continuously observant, physically capable and 
mentally alert under pressure.  

• Active secret security clearance
• Experienced with patrols, security, and conducting safety investigations
• Expert weapons qualifications on automatic and semi-automatic weapons
• Able to operate, troubleshoot and repair radios and other electronic equipment
• Effective manager and team player
• Instructor and test evaluator for numerous Soldiers on a variety of subjects
• 3 years’ experience in the U.S. Army serving at stations in the US and overseas
• Fluent in Spanish and English

Work Experience  

Infantryman, Fort Campbell, KY, U.S. Army, March 20XX-Present 
Served as Team Leader for four-person team. Duties included: 

• Supervised, trained and ensured the safety and welfare of a 4-person team, maintaining a 100%
safety record.

• Ensured work areas were safe and hazardous materials were stored according to OSHA, EPA
and DOD regulations, resulting in 0 workplace accidents.

• Consistently scored in the top 10% of a 100-person organization during the semi-annual
physical fitness training. Received an Ironman designation. Performed daily regimen of
physical fitness to include running, push-ups, sit-ups, road marches and lightweight training.

• Trained with 5th Special Forces Group in conventional warfare.
Served as Expert Infantryman instructor for unit and test evaluator for adjacent units. Skills taught and 
tested included:   

• Protection from chemical and biological contamination.
• Preparation of a light anti-tank weapon for safe operation.
• Performance of corrective misfire procedures.

Infantryman, 12 month deployment to Afghanistan, March 20XX - March 20XX    
Served as Team Leader for six-person team. Duties included: 

• Inspecting team members’ weapons and equipment for proper operation and 100%
serviceability prior to deployment.

• Supervised, trained and ensured the safety and welfare of all assigned personnel and sustained a
100% safety record.



• Conducted more than 80 foot patrols in Afghanistan, and ensured safety of Soldiers and
civilians; resulted in the identification and confiscation of over 700 pounds of explosive
devices.

• Selected above 150 personnel in the unit and appointed to the distinguished position of
Company Sniper.

• Successfully completed more than 15 sniper missions, enhanced overall safety of military patrol
missions.

• Recognized by supervisors for excellent performance and awarded an Army Commendation
medal during Operation Enduring Freedom.

Served as Expert Infantryman instructor for unit and test evaluator for adjacent units. Skills taught and 
tested included:   

• Protection from chemical and biological contamination.
• Decontaminate personal individual equipment using chemical decontamination kits.
• Apply pneumatic splints to casualties with fractures.
• Insert Nasopharyngeal and Oropharyngeal Airways.
• Preparation of a light anti-tank weapon for safe operation.

Assigned to Post Ammunition Supply Point for 2 months. Duties included: 
• Loaded, secured, and unloaded high explosive artillery rounds in vehicles.
• Conducted daily safety inspections throughout the facility.
• Implemented access control measures to ensure only authorized personnel entered the facility.
• Conducted hundreds of searches of vehicles and personnel entering the facility with zero

breaches of security.
• Conducted weekly inventories of ammunition.

Infantryman, Ft. Drum, NY, March 20XX - April 20XX     
• Operated and maintained 100% accountability for over $100,000 of equipment, including night

vision goggles, multiband radios, laser target locator, and mine detection equipment.
• Certified to operate wheeled and tracked vehicles.
• Performed preventive maintenance checks and services before and after each trip.
• Logged over 400 hours and 8,000 accident-free hours as an operator.
• Inspected, issued and maintained 100% accountability for unit’s chemical, biological,

radiological and nuclear defense equipment, including personal protective gear and hazard
detection devices.

• Earned Expert Infantry Badge

Basic and Infantry Training, Fort Benning, GA, December 20XX - February 20XX 
Key skills acquired:  

• Safe operation and maintenance of weapons
• Teamwork
• Safe handling of explosives
• Land navigation
• Operation of radios and other electronic equipment
• Emergency medical aid



Retail Associate, 6-12 Convenience Store, Eastport, MD, August 20XX - December 20XX 
• Oversaw a team of four, ensuring full schedule coverage for weekend daytime shifts.
• Trained new employees on computers including point of sale system.
• Stocked display shelves and conducted weekly inventory reviews, ensured adequate stock and

resupply.
• Fostered customer loyalty by providing friendly and efficient service.

Education  
12 credit hours, University of Maryland University College, ongoing  
5 credits, Columbia Community College, Baltimore, MD, 20XX 
High School Diploma, Columbia High School, Columbia, MD 20XX 

Military Training 
Basic Combat Training, Infantry School, Fort Benning, GA 20XX 
Advanced Individual Training: Infantry School, Fort Benning, GA 20XX 
Combat Sniper Course, US Army 20XX 
Combat Lifesaver Course, US Army 20XX 
Infantry Drivers’ Academy Course, US Army 20XX 
Management Development Course  
Equal Employment Opportunity (EEO) Training (yearly)  
Sexual Harassment Training (yearly) 



DOLEW TARGETED RESUME EXAMPLE 
Michael Cook 

135 Oak Street, Eastport, MD 21111 
Phone: (301) 555-5555    Email: michael.n.cook@gmail.com 

Objective: Marketing Representative on the future-focused team at SUPER Home Remodeling 

Summary of Qualifications: 
Astute, results-oriented, self-motived professional, with a passion for excellence. Proven ability to adapt to new 
surroundings while remaining observant and accurately assessing what needs to be done in order to close a deal. Able to 
employ creative approaches and meet or exceed all designated objectives. Ability to distill complicated information into 
clear and concise messages for diverse audiences, and ensure that all parties reach mutually desired goals. Bilingual in 
Spanish and English. Relevant skills include: 

• Troubleshooting • Organizational and communication skills

• Training and mentoring • Scheduling meetings

• Inspecting and maintaining equipment • Interfacing with customers

Work Experience 
Mentoring and Training 

• Conducted training for 25+ members of the military on a variety of subjects. Ensured that all military members met
training standards.

• Oversaw small groups of military members, ensuring each person was prepared and trained for the mission.

• Conducted inspections and patrols in the U.S. and overseas, ensuring safety and security. Maintained 100%
accountability of all professional equipment.

• Trained newly hired employees at a retail store on shift responsibilities and point of sale system. Ensured 100%
schedule coverage of weekend shifts.

Communication Skills and Customer-Facing Experience 
• Conducted searches on hundreds of individuals and vehicles entering controlled space. Ensured zero security

breaches and 100% understanding of and compliance with the government security regulations.

• Fostered customer loyalty by providing friendly and efficient service to hundreds of customers each week.

• Troubleshot electrical equipment which required speedy diagnosis through visual assessment and verbal reports.
Correctly identified issues with electronics and repaired equipment ensuring that any nonoperational equipment
was back in service within 24 hours.

• Utilize computers, communication equipment and personal navigation devices to complete tasks quickly and
accurately.

• Communicated weekly status reports of ongoing projects and problem resolution through verbal and written
presentations to leadership and stake holders.



Continuous Professional Development and Dedication to Quality 
• Selected above 150 peers to serve in a distinguished role in the U.S. Army. Recognized by supervisors for excellent

performance and awarded a commendation medal.

• Maintained 100% accountability over a 3-year period for over $25,000 of sensitive government equipment.

• Served as an instructor and test evaluator in five different subject areas. Provided instruction, testing and
certification for more than 20 military members preparing for work in a war zone. Recognized by leadership for
resourceful problem solving techniques.

• Scored in the top 10% of a 100 person organization during physical fitness training, resulting in a designation as
Ironman.

Work History 
December 20XX – Present, Infantryman, U.S. Army, various locations in the US and overseas 
August 20XX –December 20XX – Retail Associate, 6-12 Convenience Store, Eastport, MD 

Education & Training 
Associate Degree, Business Administration, University of Maryland University College, anticipated completion June 20XX 



DOLEW SAMPLE RESUMES     
Resume for William Hensvelt, Navy Corpsman (E4) transitioning after 4 years in the military 

 William Hensvelt
5223 Washington Avenue • Staten Island, NY 12345 

(123) 456-7890 • bill.hensvelt@email.com

OBJECTIVE: A position as a Health Care Technician with Metropolitan Medical Services 

KEY QUALIFICATIONS 

Secret Clearance Health Technologies Leadership 

Management Bilingual Customer Care 

Electronic Medical Records Microsoft Office Administrative 

EXPERIENCE 

Naval Hospital, Jacksonville, FL 20XX – Present 
Hospital Corpsmen 3rd Class 
Carry out patient care and clinical services using an excellent bedside manner, strong communication skills, medical 
knowledge and technical skill. Perform medical administrative procedures, maintenance and repairs on equipment, and 
educational training on preventative care. Provide nursing care to over 400 patients annually.  

• Admit, transfer, and discharge patients, ensuring all paperwork (electronic and paper) is completed accurately and
correctly

• Conduct classes on disease prevention and wellness to several hundred Sailors each year

• Inspect and perform basic operator maintenance on equipment in patient rooms

USS Iwo Jima, Mayport, FL 20XX –20XX 
Hospital Corpsmen 3rd Class 
Experienced in the prevention and treatment of disease and injury, and assisting health care professionals. Served as 
battlefield corpsmen, rendering emergency medical treatment to include initial treatment in a combat environment.  
• Provided emergency trauma care to over 100 wounded or injured Marines

• Administered immunizations and started intravenous infusions under challenging field conditions

• Led an  evacuation team with four vehicles and eight Marines; conducted over 50 evacuation missions with more than
75 injured persons saving dozens of lives

• Taught CPR, combat first aid, and other emergency medical procedures to 400 Marines and Sailors

EDUCATION and TRAINING

• U.S. Navy Hospital Corpsman Technical Training, San Antonio TX, 20XX

• EMT – Basic, National Registry of Emergency Medical Technicians, 20XX

• 41 credits completed in Health Information Technology, Tampa College, 20XX



Resume for Boyd Linton, Navy Machinist’s Mate (E5) separating after two enlistment terms
Boyd Linton 

2341 McFarland St  
NAS Jacksonville, FL 32212 

(123) 456-7890
boyd.linton@email.com 

OBJECTIVE: A position as a helicopter mechanic with the City of Los Angeles 

SUMMARY 

• Experience maintaining three
models of helicopters

• FAA certified Airframe and Power Plant
(A & P) Mechanic

• Active Secret Clearance (Sep
20XX)

EXPERIENCE 

U.S. Naval Air Station, Jacksonville FL    20XX– Present 
Aviation Machinist’s Mate Second Class/Journeymen  

• Maintained $584M fleet of 18 Sikorsky helicopters assigned to 3 squadrons; acquired diverse expertise on
engines/related systems—passed FAA’s rigorous commercial A & P evaluation.

• Selected as Quality Assurance evaluator; inspected 317 engine exhaust systems and identified potential no-fly
discrepancies—rallied quick response maintenance crews…salvaged 43 sorties.

• During hurricane relief launch, detected engine start anomaly; isolated malfunction as cracked rotor head—expedited
aircraft swap to spare; enabled search and rescue mission to continue unimpeded.

• During analysis of fuel systems, discovered out-of-tolerance test results; repeat testing validated find—traced to
contaminated fuel truck; resulted in government receiving reimbursement of $75K for bad fuel.

USS Theodore Roosevelt, Norfolk VA   20XX –20XX 
Aviation Machinist’s Mate Third Class/Apprentice 

• Completed challenging on-the-job training practicum 2 months ahead of schedule; gained MH60S and MH60R
maintenance systems certifications—achieved 96% on complex knowledge exam.

• Inspected and installed fuel tanks on multiple aircraft types; identified faulty release on external tank during F-18 pre-
launch—eliminated catastrophic safety hazard for $30M aircraft.

• Maintained shipboard MH-60 fleet’s starter systems; removed and installed ignition units—facilitated 83 flights and
execution of 350+ hours of carrier’s $18M flying hour program.

SPECIALTY TRAINING 

• Aviation Machinists Mate Core Training, Pensacola FL, 20XX 

• H-60 Power Plants & Systems Maintenance, Jacksonville FL, 20XX 

PROFESSIONAL DEVELOPMENT 

• Equal Employment and Opportunity Training 20XX 

• Sexual Harassment Prevention Training 20XX 

• Advanced First Aid/CPR Training 20XX 



• Suicide Prevention Training 20XX 

• Operational Risk Management Training 20XX 

• Occupational Safety and Health Standards Training 20XX 

• Information Security Training 20XX 

• Disaster Preparedness Training 20XX 



Resume for Bradley Patel, Army E-7 retiring after 20 years in uniform 
Bradley Patel 

1222 Javelin Court   Fort Drum, NY 13602  
(123) 456-7890     bradley.patel@email.com

Objective   Supervisor position with Advanced Manufacturing Corporation 

Professional Summary  

Over 20 years of experience supervising, training, and motivating team members in the most challenging 
work environments.  

Experience 

Senior Manager (U.S. Army Platoon Sergeant), Fort Drum, NY  Sep 20XX– Present 
• Supervised 40 team members in 150+ operational missions; identified vulnerabilities and overcame shortfalls with

specialized training–success confirmed with Meritorious Unit Commendation Award

• By-name request to support compliance inspection preparation team; devised program review strategy for 58 inspection
areas–achieved “Outstanding” rating during major command evaluation

• Led unit’s inventory control and preventative maintenance processes for $250K vehicle fleet equipped with classified
communication gear–eliminated downtime; sustained 100% accountability

Mid-level Manager (U.S. Army Squad Leader), Fort Lewis, WA  Jun 20XX –Aug 
20XX 
• Conducted 72 team-focused quality assurance inspections; validated standards compliance with a 97% pass rate–

maximized operational readiness and elevated team competency in key processes

• Managed supply/equipment distribution of $1.2M high-value inventory; devised new re-utilization program underpinned
with in-house vice contract repair–accelerated re-issue; saved $70K annually

• Developed revised curriculum for satellite communications system upgrade training; simplified complex vendor
guidance with scaffold modules; raised end-of-course evaluation scores by 15%

• Expedited integration; improved multi-functional interoperability with end-users in the field

Front-line Supervisor (U.S. Army Team Leader, Sergeant), Fort Carson, CO   Jul 20XX – May 
20XX 
• Prepared 123 unit personnel for overseas deployment; validated passport/visa documentation, confirmed medical status,

evaluated training records–eliminated processing readiness errors

• Established fitness competition with associate units; measured weight, strength, agility and speed factors–inspired
teamwork; unit won 10 of 12 competitions; raised morale and physical readiness



Education
• A.S., Management, University of Massachusetts-Lowell 20XX 

• Leadership and Management School ((Senior Leader Course), 12 Weeks 20XX 

• Team Leadership Training (Advanced Leader Course), 8 Weeks 20XX 

• First-line Supervisor Training (Basic Leader Course) 3 Weeks 19XX 

Training
• Equal Employment and Opportunity Training 20XX 

• Sexual Harassment Prevention Training 20XX 

• Advanced First Aid/CPR Training 20XX 

• Suicide Prevention Training 20XX 

• Operational Risk Management Training 20XX 

• Occupational Safety and Health Standards Training 20XX 

• Information Security Training 20XX 

• Disaster Preparedness Training 20XX 



Combination Resume for Leonardo M. Ramirez, Air Force E-8 retiring after 26 years in the military  
Leonardo M. Ramirez 

4415 Elm Drive Salem, OR 93012     
(555) 555-7777    laamirez@yyy.com

Objective  

Assistant Warehouse Manager with National Logistics Corporation  

Summary 

Hands-on logistician with twenty years’ experience improving the productivity and reliability of supply 
facilities. Trained, supervised, and supported hundreds of team members. Lean Six Sigma Certified 
(Green Belt). Areas of expertise include: 

• Supply Chain Management • Training and Mentoring • Warehouse Automation

• Team Building • Safety & Security • Inventory Control

Professional Skills  

Leadership and Supervision  

• Supervised 120 military and civilian team members who handle over 1,450 parts and equipment worth $33M with a
consistent no-loss record

• Monitored daily operations at three locations that provide logistics support for over 1,000 pilots, air crew members, and
ground support technicians who operate and maintain nearly 400 aircraft

• Led a team of staff of eight Quality Assurance Evaluators who have performed over 460 technical inspections to verify
that supply facilities meet or exceed operational and environmental requirements

Logistics and Distribution  

• Managed warehouses and supply distribution points for aircraft parts, food, fuel and lubricants, munitions, and other
items

• Developed database to track parts usage, achieving $16,000 in savings and eliminating 200 redundant items

• Wrote reference guides and operating instructions that increased the safe handling of hazardous materials, eliminating
accidents and spills

• Developed streamlined procedures for shipment of aircraft parts to Asia from California, reducing delivery time from 10
to 4 days

Training

• Plan and inspect training programs for over 300 logistics and distribution team members

• Built a comprehensive Safe Warehouse Operations training program for new team members that reduced qualification
time from 9 weeks to 4 weeks and reduced accident and damage incidents by 35 percent



Employment History  

• Supply & Logistics Supervisor (Senior Master Sergeant), Travis Air Force Base, 20XX – Present 

• Supply Specialist (Master Sergeant), Ramstein Air Base, 20XX –20XX 

• Supply Technician (Technical Sergeant), Barksdale Air Force Base, 20XX –20XX 

Education 

Bachelor of Science in Business (Operations Management), Excelsior College, 20XX 

Associates of Applied Science, Oregon Community College,  20XX  



Resume for Jessica MacFarlane, Army Major (04) separating after 14 years in the military   

Jessica MacFarlane 
5268A Wolff Avenue, Fort Bliss, TX 79906 

jessica.macfarlane@email.com   
915-555-1212

www.linkedin.com/in/jessicamacfarlane   

Objective  

Director, Technology & Support, Paragon Manufacturing Systems 

Summary  

Computer scientist with established people skills and project management experience. Ensures complicated 
technology projects are completed on time and under budget. Able to quickly understand users’ priorities and 
operating constraints and adapt systems to meet their unique needs. Recognized leader providing mentorship, 
strategic planning, and personnel development. Distinct areas of expertise include: 

• Cyber Security • Project Management • Cost-Benefit Analysis

• End-user Analysis • Network Design • Contingency Planning

• Compliance • Recovery Techniques • Traffic Management

Relevant Experience 

Information Management Officer U.S. Army 
Jan 20XX – Present Fort Benning, GA  

• Create, update, and monitor system compliance for 700 users with policies governing communications security, Internet
and email usage, access controls, and incident response.

• Prepare, and implement departmental IT plans, including needs assessment, work plans, and resource management.
Monitor processes to ensure progress and consistently meet timeline milestones and budget goals.

• Lead a team of more than 50 communications specialists, programmers, and network technicians who provide technical
support to 8 organizations across 5 states.

• Generate technical reports and formal briefings to executive leaders on developing technologies, providing the data they
needed to forecast departmental IT needs.

• Collaborate with 4 department leads to design, plan and implement proprietary database to manage inventory control of
2,500 computer components across multiple platforms.

• Direct daily operations of information management office with $1.2 million annual budget.

Experienced Information Technology & Support Professional 



Special Projects Officer U.S. Army 
Oct 20XX – Dec 20XX Fort Hood, TX 

• Led study group that evaluated and selected hardware and software to upgrade communication networks at 3 military
bases serving 65,000 users.

• Designed and supervised the implementation of a program that combined customized software, computer networks, and
new processes that were adopted by 120 operating departments.

• Conducted monthly training inspections with geographically-dispersed units, leading to 98% mastery rate for students
learning new computer systems.

• Planned and coordinated replacement of 1,300 obsolete computers with upgraded systems increasing efficiency over
75%. Created procedure to ensure continuity of upgrades.

Education & Training 

U.S. Army Information Systems Manager Course, Fort Gordon, GA 

Signal Officer Basic Course, Fort Gordon, GA 

Bachelor of Science, Computer Science, California State University, Bakersfield, CA 



Resume for Kenneth Jefferson, Navy Captain (06) retiring after 25 years in the military 

Kenneth Jefferson 
9343 Green Creek Lane  Springfield, VA 22155  703-555-1234  KLJefferson@email.com 

Objective: Vice-President of Strategic Planning at Interregnum Corporation 

SENIOR EXECUTIVE 

Results-oriented leader with 25 years of experience applying a unique mix of strategic analysis, operational management, 
personnel development, and marketing skills. Able to analyze data and detect emerging trends, and identify and evaluate 
alternate courses of action. Adept at balancing operational, financial, personnel, and regulatory constraints when managing 
projects. Top Secret Security Clearance. 

Data Mining/Analysis – Policy Development – Stakeholder Relations – Budgetary Oversight Written and Oral 
Communication – Program Development and Management 

PROFESSIONAL HIGHLIGHTS 

UNITED STATES NAVY 1992-Present 

Department Head, Defense Intelligence Agency, Washington, DC 2015 – Present 
• Manage 40 joint military intelligence specialists who provide timely and accurate information to air, naval, and ground

units across the globe.

• Revised all aspects of new member training program to ensure immediate effectiveness and full capabilities within 14
days of arrival.

• Review and synthesize data and reports from over 30 sources to prepare weekly Intelligence Summaries read by 300+
senior ranking Army, Air Force, and Navy military leaders.

• Deliver briefings that permit senior staff to quickly grasp the essentials of complex and ambiguous situations, enabling
them to adapt operational plans in order to take advantage of rapidly-changing circumstances.

Commander, Recruiting Station, Los Angeles CA 2012 – 2014  
• Led a team of 50 recruiters and 16 support staff who were responsible for talent acquisition and applicant on-boarding;

exceeded regional and national goals by 6 percent in FY10, 8 percent in FY11. Earned the Western Region’s top
performance award for two consecutive years.

• Ensured recruiting activities complied with federal, state and Navy employment policies and regulations resulting in zero
complaints or infractions in FY10 and FY11.

• Redesigned on-boarding process and improved timeline by 15 percent over a two year period.

• Provided oversight for over $1 million in contracts with external vendors for advertising and special events, IT systems,
and other support services ensuring compliance with federal contracting laws and requirements.

• Represented the U.S. Navy at 243 community relations events throughout California, Utah, and Nevada speaking to
groups of 3-300 people.



Executive Officer, USS Decatur, San Diego, CA 2009 – 2012 
• Coordinated efforts of operations, navigation, engineering, and supply staff for 750 member crew during three

deployment cycles ensuring operational readiness and mission completion.

• Conducted regular systems inspections to verify function and readiness of ship technical, weaponry, and
communications systems valued at $1.8 billion.

• Supervised training requirements for 250 employees resulting in compliance with compliance with federal and
organizational training requirements.

• Ensured personnel rosters, unit staffing assignments, orders, and reports were submitted accurately and ahead of
schedule. Received superior performance award.

Deputy Director, US Seventh Fleet, Yokosuka, Japan 2005 – 2009 
• Directed daily operations of 80 member intelligence group in Asia-Pacific region.

• Served as multi-day Watch Officer during international security threat in Southeast Asia, supporting the safety and
security of hundreds of local citizens.

• Conducted intelligence analysis in support of 4 multinational joint military exercises in Thailand, Korea, and the
Philippines Islands improving the safety and security of 1,500 – 3,000 military personnel involved with each exercise.

• Developed comprehensive training plans for 185 personnel in order fulfill U.S. Navy and federal government
regulations.

• Maintained 100 percent accountability for sensitive information and equipment valued at $27 million during 4
multinational joint military exercises.

EDUCATION and TRAINING 

M.A. National Security and Strategic Studies, Navy War College, Newport, RI
(Honor Graduate)  

M.S. American University, National Security Studies, Washington, DC
 (Summa Cum Laude) 

B.A. Business Administration, Cornell University 
U.S. Navy Intelligence Officer Training Course, Dam Neck, VA 

Completed numerous executive-level courses in project management, federal government acquisitions, leadership, 
and personnel management 



ADDITIONAL RESOURCES 

 Joint Services Transcript (JST), https://jst.doded.mil/, document validates a service member's 
military occupational experience and training along with the corresponding American Council on 
Education (ACE) college credit recommendations. 

 Occupational Information Network (O*NET) Online, http://www.onetonline.org/, detailed 
occupation information 

O*NET - beyond information – intelligence, 
http://www.doleta.gov/programs/onet/eta_default.cfm, additional  O*NET information 
O*NET Code Connector, http://www.onetcodeconnector.org/, Occupation search 
O*NET Interest Profiler, http://www.mynextmove.org/explore/ip, suggests careers based on 
the type of work enjoyed. 
O*NET My Next Move, http://www.mynextmove.org/vets/, for veterans, uses military 
occupation code or title to find related civilian work 
O*NET Resource Center, http://www.onetcenter.org/, career exploration tools and job 
analysis questionnaires.  

 U.S. DOL Employment Workshop Participant Guide January 2017 
Available as an e-Book on Amazon, https://www.amazon.com/Department-Labor-
Employment-Workshop-Participant-
ebook/dp/B01N9OTZIG/ref=sr_1_1?ie=UTF8&qid=1491928522&sr=8-
1&keywords=DOLEW+e+book, at $0.00. 

 Verification of Military Experience and Training (VMET), https://www.dmdc.osd.mil/tgps 
• Veterans Employment Center (VEC), https://www.ebenefits.va.gov/ebenefits-

portal/ebenefits.portal, select employment center tab, skills translator, profile and résumé` builder

https://jst.doded.mil/smart/welcome.do
https://www.onetonline.org/
https://www.doleta.gov/programs/onet/eta_default.cfm
https://www.onetcodeconnector.org/
https://www.mynextmove.org/explore/ip
https://www.mynextmove.org/vets/
https://www.onetcenter.org/
https://www.amazon.com/Department-Labor-Employment-Workshop-Participant-ebook/dp/B01N9OTZIG
https://www.amazon.com/Department-Labor-Employment-Workshop-Participant-ebook/dp/B01N9OTZIG
https://www.dmdc.osd.mil/tgpsp/
https://www.ebenefits.va.gov/ebenefits/homepage
https://www.ebenefits.va.gov/ebenefits/homepage


REFERENCES WORKSHEET 
NOTE:  Information is also identified on ITP Block 2. Worksheet allows for more details. 
PROFESSIONAL REFERENCES (Address work qualifications and work experience; consider 
managers, supervisors, co-workers, colleagues, etc.) 

Professional Reference 1 
First/Last Name (Use identifier if needed, such as rank or nickname, i.e., Beverly Smith is known as 
SSG Smith or Beverly Smith is Mr. Beverly Smith): 
__________________________________________ 

Title: ______________________________________________________________________________ 

Company: __________________________________________________________________________ 

Street Address: ______________________________________________________________________ 

City, State, Zip Code: 
__________________________________________________________________ 

Daytime Phone; Email: 
________________________________________________________________ 

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

Professional Reference 2 
First/Last Name:  __________________________________________ 

Title: ______________________________________________________________________________ 

Company: __________________________________________________________________________ 

Street Address: ______________________________________________________________________ 

City, State, Zip Code: 
__________________________________________________________________ 

Daytime Phone; Email: 
________________________________________________________________ 

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



Professional Reference 3 
First/Last Name:  __________________________________________ 

Title: ______________________________________________________________________________ 

Company: __________________________________________________________________________ 

Street Address: ______________________________________________________________________ 

City, State, Zip Code: 
__________________________________________________________________ 

Daytime Phone; Email: 
________________________________________________________________ 

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

Professional Reference 4 
First/Last Name:  __________________________________________ 

Title: ______________________________________________________________________________ 

Company: __________________________________________________________________________ 

Street Address: ______________________________________________________________________ 

City, State, Zip Code: 
__________________________________________________________________ 

Daytime Phone; Email: 
________________________________________________________________ 

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



Professional Reference 5 
First/Last Name:  __________________________________________ 

Title: 
_______________________________________________________________________________ 

Company: __________________________________________________________________________ 

Street Address: ______________________________________________________________________ 

City, State, Zip Code: 
__________________________________________________________________ 

Daytime Phone; Email: 
________________________________________________________________ 

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

Professional Reference 6 
First/Last Name:  __________________________________________ 

Title: 
_______________________________________________________________________________ 

Company: __________________________________________________________________________ 

Street Address: ______________________________________________________________________ 

City, State, Zip Code: 
__________________________________________________________________ 

Daytime Phone; Email: 
________________________________________________________________ 

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



PERSONAL REFERENCES (Address my character; consider members of volunteer organizations, 
coach, former teacher, etc.) 

Personal Reference 1 
First/Last Name (Use identifier if needed, such as rank or nickname, i.e., Margaret Smith is known as 
Peggy Smith or Beverly Smith is Mr. Beverly Smith): 
________________________________________ 

Title if applicable: 
____________________________________________________________________ 

Organization: _______________________________________________________________________ 

Street Address: ______________________________________________________________________ 

City, State, Zip Code: 
__________________________________________________________________ 

Daytime Phone; Email: 
________________________________________________________________ 

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

Personal Reference 2 
First/Last Name:  __________________________________________ 

Title: ______________________________________________________________________________ 

Company: __________________________________________________________________________ 

Street Address: ______________________________________________________________________ 

City, State, Zip Code: 
__________________________________________________________________ 

Daytime Phone; Email: 
________________________________________________________________ 

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



Personal Reference 3 
First/Last Name:  __________________________________________ 

Title: ______________________________________________________________________________ 

Company: __________________________________________________________________________ 

Street Address: ______________________________________________________________________ 

City, State, Zip Code: 
__________________________________________________________________ 

Daytime Phone; Email: 
________________________________________________________________ 

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



JOB APPLICATION WORKSHEET 
NOTE:  Information is also identified on ITP Block 2. Worksheet allows for more details. 

Job Application 1  
(Optional: print and attach job announcement) 

Website accessed (username/password): __________________________________________________ 

Announcement # or Position Title: ______________________________________________________ 

Industry/Company Name:  _____________________________________________________________ 

Location of Position:  _________________________________________________________________ 

Date applied / Date position closes: ______________________________________________________ 

Name of Resume Used: _______________________________________________________________ 

Documents submitted: (Circle all that apply) 

Cover Letter DD 214 Transcripts 

Licenses / Certificates Resume References 

Diplomas  

Other documents: ____________________________________________________________________ 

Keywords: 

1. ________________________________________________
2. ________________________________________________
3. ________________________________________________
4. ________________________________________________

Notify these three individuals, who have granted permission to be used as a reference, and provide a 
copy of this resume along with position title:  

Name Received a copy of my resume 
(Y/N) 

Comments (Environmental concerns, transportation costs/commute distance, company benefits, 
relocation assistance, etc.): 
___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________



Job Application 2 
(Optional: print and attach job announcement) 

Website accessed (username/password): __________________________________________________ 

Announcement # or Position Title: ______________________________________________________ 

Industry/Company Name:  _____________________________________________________________ 

Location of Position:  _________________________________________________________________ 

Date applied / Date position closes: ______________________________________________________ 

Name of Resume Used: _______________________________________________________________ 

Documents submitted: (Circle all that apply) 

Cover Letter DD 214 Transcripts 

Licenses / Certificates Resume References 

Diplomas  

Other documents: ____________________________________________________________________ 

Keywords: 

1. ________________________________________________
2. ________________________________________________
3. ________________________________________________
4. ________________________________________________

Notify these three individuals, who have granted permission to be used as a reference, and provide a 
copy of this resume along with position title:  

Name Received a copy of my resume 
(Y/N) 

Comments (Environmental concerns, transportation costs/commute distance, company benefits, 
relocation assistance, etc.): 
___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 











http://webapps.dol.gov/elaws/vets/vetpref/mservice.htm


https://www.usajobs.gov/
http://www.dol.gov/elaws/vets/vetpref/choice.htm
http://www.fedshirevets.gov/






https://acpol2.army.mil/fasclass/search_fs/search_fasclass.asp


www.socialsecurity.gov/online/ssa-7050.pdf
http://www.dol.gov/elaws/vets/vetpref/choice.htm
https://www.usajobs.gov/
http://www.fedshirevets.gov/
https://jst.doded.mil/smart/
https://www.dmdc.osd.mil/tgps/


www.socialsecurity.gov/online/ssa-7050.pdf






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. Length of employment with what 
organization doing what…

Duties

Accomplishments or responsibilities







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

https://www.dmdc.osd.mil/tgps/


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

https://www.dmdc.osd.mil/tgps/


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

https://jst.doded.mil/smart/


https://jst.doded.mil/smart/
https://www.dmdc.osd.mil/tgps/
http://www.dol.gov/elaws/vets/vetpref/choice.htm
http://www.fedshirevets.gov/
https://acpol2.army.mil/fasclass/inbox/default.asp
http://www.opm.gov/
http://www.opm.gov/Forms/pdf_fill/SF15.pdf
www.socialsecurity.gov/online/ssa-7050.pdf
http://www.usa.gov/directory/federal/
https://www.usajobs.gov/
http://www.dol.gov/elaws/vets/vetpref/choice.htm
https://www.usajobs.gov/
http://www.fedshirevets.gov/


https://www.sfl-tap.army.mil
https://www.usajobs.gov/


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 followed by examples.  

WORK 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  

Based upon USAJOBS template as of September 14, 
2016 



Federal Resume Template 

Based upon USAJOBS template as of September 14, 2016 

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.  



Federal Resume Template 

WORK 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.

Based upon USAJOBS template as of September 14, 2016 
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EDUCATION (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)  

Based upon USAJOBS template as of September 14, 2016 
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EDUCATION 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

Based upon USAJOBS template as of September 14, 2016 
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JOB 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. 

Based upon USAJOBS template as of September 14, 2016 
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LANGUAGE 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 

Based upon USAJOBS template as of September 14, 2016 
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PROFESSIONAL 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 

Based upon USAJOBS template as of September 14, 2016 
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EXAMPLE 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) 

Based upon USAJOBS template as of September 14, 2016 
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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/  

Based upon USAJOBS template as of September 14, 2016 
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Tools for a 
Successful Resume 

Purpose: This document is to serve as a tool to help you with preparing your resume. You should use this tool 
as a resource only, and conduct your own research to create best resume to communicate your education, 
competencies, knowledge, skills, abilities and work experience. Federal jobs often require that you have 
experience in a particular type of work for a certain period of time. Your federal resume should be more detailed 
than a civilian sector resume. It is not unusual for your federal resume to have more than two pages in length. 
Most federal resumes are about five or more pages in length. You must show how your skills and experiences 
meet the qualifications and requirements listed in the job announcement to be considered for the job 
(USAJOBS Help Center). 

Heading 
Heading (name; phone number, mailing address, e-mail address - associated with actual name; current).

Veterans Preference 
If you are a Veteran who served on active duty in the U.S. Armed Forces and separated under honorable
conditions, you may be eligible for veterans' preference, as well as other veteran specific hiring options. 

Objectives/Summary/Career Synopsis 
Highlight your qualifications or credentials in 10 to 1S seconds; what is your two-minute elevator pitch?

Accomplishments/Significant Achievements 
Think of measured/objective-based accomplishments using quantifiable information.
Use information from your last S to 10 Appraisals/Evaluation Reports or Letters of Recommendations.
Civilian/Military Record Briefs (Use citations from awards and decorations).

Work Experience/Employment History/Duties 
Tailor the content of your resume to the different types of jobs that you have held (Does these past or
current skills or experience align with the announcement?) 
Consider using reverse-chronological order (current-to-past) with most recent at the top.
Be concise, and focus on your previous skills and experience related to the job announcement.
Duty Titles and level of experience (recognizable or comparable Principal Duty Title.
Start and end dates (including the month and year - i.e., 12/2014 to 12/2016 or 12/2014 to Present).
The number of hours you worked per week.
Don't forget to list any volunteer experience work with other non-government organizations, community
organizations or volunteer groups.
Supervisor (First Name, MI, Last) - do you have current information, permission or want to use this
person as your reference?
Experienced workers may choose to list only jobs held in the last 10 years.



Education/Training/Professional Development 
Only list degrees from accredited schools or programs that meet the Office of Personnel Management's
standards. 
Civilian/Military Record Briefs (Civilian Education, ATRRS, Skillport, CHRTAS, MyBiz Transcript
and Joint Service Transcript (DoD military personnel -ACE Transcript). 
If you wish to substitute education for experience to qualify for a job, you must include the
information about coursework in your resume. 

Certification/Specialized Training 
Accredited, and where you have paid to sit for an exam that traditional requires recertification or
requirement to maintain certification status (SPHR/PHR; SHRM-CP/SHRM-SCP; Security +; C+++; 
CPA, Financial Management, etc.). 
Specialized training received that supplements your college or trade school experience.

Affiliations/Non-profit 
List any professional associations, societies, clubs or other organizations you are affiliated with.
Highlight any leadership role and volunteer experience you may have had, to the extent that it relates
to the job description.

Professional publications 
Include any publications you have contributed to, along with the publication name and date

Additional Information 
You can include any other relevant pieces of your resume in this section: additional skills, leadership
activities, public speaking engagements, or other items that may not fit in a section above. 
You may choose to list your availability.
Types of systems or automation used; additional duties, workgroups, task forces and special duties;
willing to travel.

Recommendations/Tips 

Focus on the duties, qualifications and requirements sections from the job announcement, and include
the keywords and phrases in your tailored resume (Note: the questionnaire for the job is a great source
to use, but don't just cut and paste the information into your resume).
Create your resume offline from USAJOBS, so you don't lose your work, and you can modify or
change later with simple editing such as "cutting and pasting."
Avoid jargon and acronyms (when used; spell out first - i.e., Human Resources Command (HRC).
Check grammar and spelling; have someone else, with a good eye for detail, review your resume.
Review and update your resume monthly or quarterly to reflect current experiences and achievements.
Create a folder for your supporting documents (previous appraisals/evaluations, SF- 50, DD2 l4, VA
Letter, college transcripts, certificates, and licenses).
Create and maintain a list of previous employers' and references' (professional and personal) contact
information (phone, e-mail, LinkedIn, mailing address, etc.).
Only use the relevant education or experiences that relate to the position.
Including your salary in your resume is optional.



Overview of 
USAJOBS 

Purpose: to provide a general overview on how to use the USAJOBS portal. The focus for this document is to 
highlight key points for using the portal. Please refer to www.usajob.gov for additional details. This resource will 
help you navigate the portal and better understand the content listed within the portal. 

Home Screen 
This screen list the total number of applications (active and archive), the total number of save jobs, and
the total number of saved searches. 
You may verify the status (referred, reviewed, received, unavailable, canceled or not referred) of your
applications and the last status update. 
The notification feature is on this page (receive emails when an application closes or the status of the
application changes). 
You may sort or filter application data.
You may export applications into a MS Excel spreadsheet.

Documents 
Resume (you are allowed to upload five (5) resumes.
Other documents (DD-214, SF-15, SF-50, OF-306, Transcripts).

Additional Application Information 
Access the full job announcement.
Archive link.
Help link.

Link to USA Staffing Application Manager 
Details about your application package.
Change answers to assessment.
Update biographic information.
View/Print your answers from the assessment (helpful for job interview).

Details/Checklist 
Check status of Assessment Questionnaire
Required Documents versus Optional Documents (Required -Assessment Questionnaire; Consult the job
announcement for more details.
Types of documents: Resume, SF-15, DD-214, Other Veterans Document, Transcript, SF-50, Cover
Letter and other documents (Note: Check date and for the correct document).
You may list your documents here (Protect your PlI)
Verify status of document (processed or not processed)

https://www.usajobs.gov/


Messages 
Disposition Letter (Audit Code, Code Definition and Code Explanation).
Acknowledgement Letter - this is to acknowledge the receipt of the application package that you
submitted for the job announcement shown above. It is important to note that a complete application
package consists of the Questionnaire and applicable documents as indicated in the announcement.

Application Processing Status 
Displays your Application Manager Questionnaire Answers as provided for the Vacancy Identification
Number. 

Three Category Ratings for Applicants 
The three categories of qualified candidates in Category Rating are Best Qualified, Highly Qualified, 
and Qualified. Each category is broadly defined as: 

Best Qualified:  highly proficient with an overall comprehensive level of knowledge; skills, and abilities
of the job based on a complete review of experience, education, and training, as described in an
applicant's responses to vacancy announcement questions, narrative essays, and resume.
Highly Qualified:  competent in the position with an overall accomplished level of knowledge, skills and
abilities of the job based on a complete review of experience, education, and training, as describe in an
applicant's responses to vacancy announcement questions, narrative essay's and resume.
Qualified:  an overall basic level of knowledge, skills, and abilities of the job based on a completed
review of experience, education, and training, as described in an applicant's responses to vacancy
announcement questions, narrative essays, and resume.

SF-15.VA Letter, Proof of Service Letter, and Campaign Medals 
All Veterans who served on active duty in the U.S. Armed Forces and separated under honorable
conditions may be eligible for Veterans' preference, as well as other veteran specific hiring options. 
Pending that you are eligible, as a Veteran, you may claim the 5-point as a non-disabled Veteran until
you have your official VA letter. 
The DD-214 "Certificate of Release or Discharge from Active Duty."
A Proof of Service Letter can substitute for your DD 214.
The SF-15 "Application for 10-point Veterans' Preference" is used by Federal agencies and OPM
examining offices to adjudicate individuals' claims for veterans' preference.

Expert Ranking 
For each response of "E", you must provide information that indicates what position(s) on your
resume supports this response (include title, organization & date). If you fail to include this 
information, your application will be considered incomplete and you will be removed from 
consideration for this position. 
You should on use this ranking/rating when you are an expert in performing the task listed.

Recommendations/Tips for Success 
Build your resume or its content outside of the USA Jobs portal
Pre-load your documents (Make sure you have the current and correct copies)
Keep copies of all documents you uploaded; they are deleted from the system after three (3) years of
the closing date of the announcement.
Create a "cheat sheet" for this data -your previous positions held may apply for the same question or
to follow-on questions (For example: 4E- Protégé, U.S. Army Hooah Battalion, 0412016 to 07/2017;
6E- Protégé, U.S. Army Road March Battalion, 08/2017 to 07/2018; or 4E thru SE - Protégé, U.S.
Army Hooah Battalion, 04/2016 to 07/2017; Protégé, U .S. Army Road March Battalion, 08/2017 to
07/2018).
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samantha.r.lange2273
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http://www.cnn.com/2008/LIVING/worklife/11/05/cb.social.networking/index.html
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https://www.livecareer.com/quintessential/STAR_interviewing


Lombardi, who earned a master's degree in industrial organizational psychology from West 
Chester

University, wrote his thesis on behavior-based interviewing. Now he's a college relations specialist at
Kulicke & Soffa Industries Inc., based in Willow Grove, Pennsylvania, and he says his background has 
helped him understand an interviewing technique that has become increasingly popular and, according 

to both his research and popular opinion, more effective than traditional techniques.

The Ultimate Job 
Search Kit

https://www.livecareer.com/quintessential/STAR_interviewing
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http://career-advice.monster.com/salary-benefits/negotiation-tips/three-nonverbal-keys-to-
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<SENDER’S NAME HERE> 
<SENDER’S COMPANY>
<ADDRESS> 
<ADDRESS>
<ADDRESS>
<ADDRESS>
<DATE>

<INDIVIDUAL> 
<ADDRESS> 
<ADDRESS> 
<ADDRESS> 
<ADDRESS> 

OFFER LETTER 

Dear [<Name of prospective Employee>] 

I would like to confirm the offer to you by [<Name>] [<“the Company”>] of an appointment as a [<Job Title>] 
and to confirm the principal terms of our discussions. 

That offer is subject to the Company receiving [<Specify number and type>] references which it deems to be 
satisfactory. Please confirm the names of the references from whom the required references can be taken ad that 
we are free to write to them. 

You will initially be employed at the Company’s offices at <address>. 

Your commencing salary will be $<Specify amount> Gross per <Amount> payable <Specify payment period>. 
[<[The nature of your employment is such that you are entitled to receive [commission bonus payments) details of 
which are contained in your Particulars of Employment] OR [Your employment does not attract commission or 
bonus payments>]. 

You are entitled to [<the use of a company car details of which are contained in the Company Car Policy>] [<to 
receive a car allowance in the sum of $(specify amount) per month gross which is payable with your salary>]. 
This is a taxable benefit. 

The other items and conditions of employment are set out in your [<Particulars>] [<Terms and Conditions>] of 
Employment a copy of which is enclosed and which with this letter will form your contract of employment. I 
should be grateful if you would sign and return to me a copy of this letter and the Particular of Employment as 
your confirmation that you agree with the terms of this offer of employment. When writing, perhaps you would be 
good enough to confirm the date on which you are free to commence employment with us, which I understand is 
[<date>].  

If you have any questions concerning the terms of our offer please let me know as soon as possible and I will do 
all I can to ensure they are answered. 

I look forward to your reply and am very pleased at the prospect of you commencing this employment and 
contributing to the future success of the company. 

Yours sincerely, 



What Type of Negotiator Are You? 
Circle a number between 1-very poor description of me to 5-very good description of me 
1. I fight hard for what I want
1 2 3 4 5
2. I like to find shared needs and make them focus of negotiations
1 2 3 4 5
3. I like to avoid lengthy negotiations by splitting the difference
1 2 3 4 5
4. I prefer a friendly encounter to an unpleasant conflict
1 2 3 4 5
5. If I can stay out of a negotiation, I do
1 2 3 4 5
6. When I have the power, I use it to insure that my needs are met first
1 2 3 4 5
7. I like to turn a conflict into a cooperative effort of problem-solving
1 2 3 4 5
8. I often propose a middle ground that is obviously fair to both sides
1 2 3 4 5
9. My priority is to maintain a good long term relationship
1 2 3 4 5
10. I don't like to confront others with my complaints and concerns
1 2 3 4 5
11. I don't mind a good argument if it may get me what I want
1 2 3 4 5
12. I prefer to put my cards on the table to encourage the other party to share their information too
1 2 3 4 5
13. I'm happy to go half way as long as the other party does too
1 2 3 4 5
14. I am strongly influenced by what the other party expects of me
1 2 3 4 5
15. I don't feel confident that I can get what I want by negotiating
1 2 3 4 5
16. I try not to let the other party know too much about my needs and position
1 2 3 4 5
17. I try to find new ways to see the problem in order to find better solutions
1 2 3 4 5
18. I don't like to waste time playing games that a simple compromise is possible



1 2 3 4 5 
19. I may not stick up for myself as much as I should
1 2 3 4 5
20. When I think someone has an issue with me I try to stay out of their way
1 2 3 4 5
21. I find a good bluff or threat can work wonders in negotiations.
1 2 3 4 5
22. I expect honesty and trust from others in a negotiation and they find me very trustworthy
1 2 3 4 5
23. The fairest thing in my view is to split the difference in a reasonable way
1 2 3 4 5
24. Some people might say I give easy
1 2 3 4 5
25. In many cases there is little to be gained by negotiating, so you might as well try to avoid it
1 2 3 4 5
*************************************SCORING****************************************
To find out what your most commonly used style is, enter the number you circled for each question in 
the blanks. (for example, if you circled 3 for question number 1 enter a 3 in the first blank for question 1. 
After you have entered all your scores, add each column and enter the totals in the following blanks. 
1 _____ 2_____ 3_____ 4_____ 5_____ 
6_____ 7_____ 8_____ 9_____ 10_____  
11____ 12____ 13_____ 14_____ 15_____ 
16____ 17____ 18_____ 19_____ 20_____ 
21____ 22____ 23_____ 24____ 25_____ 
_________ _________ _________ _________ _________TOTALS 
Compete Collaborate Compromise Accommodate Avoid 
or Defeat or Cooperate or Withdraw 
THE COLUMN WITH THE HIGHEST TOTAL REPRESENTS YOUR PREFERRED NEGOTIATION STYLE, THE 
ONE WITH THE SMALLEST IS YOUR LEAST PREFERRED STYLE. 



Individual Transition Plan 
Review 
Roadmap to a Successful Transition 































http://studentveterans.org/
https://www.ebenefits.va.gov/ebenefits/homepage
https://www.careeronestop.org/Veterans/default.aspx?&frd=true
https://collegereadiness.collegeboard.org/sat
https://www.sba.gov/
https://www.gijobs.com/
https://www.ebenefits.va.gov/ebenefits/jobs
https://www.acp-usa.org/
https://www.sfl-tap.army.mil/
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