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Creating 
Your Federal 
Resume
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Click here to build 
a new résumé 

through USAJOBS.

Click here to upload 
a résumé/CV from 

your computer.

Create 
Resumes 
and Store 

Resumes & 
CVs
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Create a 
Master 

Resume/CV

There is no page limit for a federal 
résumé!

➢ Create ONE master document.

➢ Include a summary statement, not an objective.

➢ Experience counts! Put it all in:

• Social media expertise
• PC/MAC platforms
• Volunteer/service 

activities
• Training (outside of the 

classroom)

• Memberships/ 
Affiliations

• Internships/ 
fellowships

• Awards/honors
• Foreign language 

proficiency
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Federal Resume Format: Sample 

Double click on the 
header and insert 

your name and 
contact  information.

Use the 
profile/summary 
to describe what 
kind of employee 

you are

Education 
comes next. 
Bullet point 

specific 
courses if your 

major was 
broad.

Include 
technological, 

social media and 
foreign language 

expertise.

Remember: Put 
relevant 

experience first! 
Use this format 

for job 
information.
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Federal Resume Format : Sample (con’t)

Double click 
on the 

header and 
insert your 
name. Use 
automated 
numbering.

Remember to 
include your job 

title.

Use a 
combination of 
narrative and 

bullets for each 
entry. Narrative 

to describe what 
you did; bullets to 

highlight 
outstanding 

accomplishments.
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Federal Resume Format : Sample (con’t)

Include 
volunteer, 

civic, federal 
and school 

groups.

If including 
training, just the 
year and course 
title are needed.



Contact 
Us!


