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Includes Accomplishments

A Competitive Federal Resume…

 

 

Is 3 to 5 Pages in Length 

Matches the Job Announcement

WHY: �e Federal resume must include certain information in order for you to be 
rated as Best Quali�ed for a position. Each generalized and specialized skill that 
you have developed in your career has to be written into the document.

WHY: In order to be rated Best Quali�ed, you must include accomplishments that 
will prove the Knowledge, Skills, and Abilities or Specialized Experience in the 
announcement. �is information will prove your Past Performance and help you 
get REFERRED to a supervisor. 

WHY: To be successful, the Federal resume must match the job announcement by 
making sure KEYWORDS are very easy to �nd and showing how you have the 
Knowledge Skills, and Abilities for the job, including those listed in the 
Questionnaire, which is Part 2 of the Federal job application.

CAREERS / MILITARY / REFERENCE $15.95
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Kathryn Troutman is known as the “Federal Resume Guru” 
among federal jobseekers, agencies, and military transition o�ces 
worldwide. Kathryn founded Resume Place, Inc., the �rst federal 
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ranked resume book in America today. �e Certi�ed Federal Job 
Search Trainer® / Certi�ed Federal Career Coach® was founded by 
Kathryn in 2002 and brings the Ten Steps to a Federal Job® 
curriculum to more than 200 military bases globally.

Jobseeker’s Guide, Ten Steps to a Federal Job® for Military and 
Spouses 9th Edition is the only step-by-step guide for writing a 

Federal Resume and submitting through USAJOBS! Follow these steps:

www.Resume-Place.com

BUILDING CAREERS IN THE US GOVERNMENT
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ISBN 978-1-7334076-3-2
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Step 1:   Learn about Federal Jobs

Step 2:   Networking & USE Non-Competitive Hiring

Step 3:   Search USAJOBS

Step 4:   Keywords 

Step 5:   Explore Your Core Competencies

Step 6:   Write Your Federal Resume

Step 7:  Write Your Accomplishments

Step 8:   Apply for the Job!

Step 9:   Track Your Application & Follow Up

Step 10: Interview & Negotiate
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This book will teach you the Ten Steps to a Federal Job® and how to write your Federal resume correctly using 
the Outline Format, which is preferred by HR specialists. The next warm-up activity will introduce you to the 
Outline Format beginning with “How Many Hats Do You Wear at Work?” These “hats” are also keywords and 
transferrable skills. This is the beginning of Federal Resume Writing! 

ACTIVITY: How Many Hats Do You Wear at Work?
Everyone wears different “hats” at work. You can also think about your skills or leadership in different disciplines or 
programs. These hats and disciplines are KEYWORDS for your Federal resume. Make a list of five to seven hats you 
wear every day in your job to form the basis of your Outline Format Federal resume.

Examples of hats:           Your list of hats:
• Supply Analyst   
• Logistics Manager
• Transportation Specialist   
• Supervisor
• Instructor   
• Team Leader
• Database Administrator   
• Researcher / Analyst
• Contract Officer   
• Purchasing Specialist
• Office Administrator   
• Advisor
• Computer Operations   
• Customer Services
• Communications

INTRODUCTION 
Writing & Getting Yourself Best 
Qualified, Referred, Interviewed & Hired!
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Hiring Authority: US Navy 30% or More Disabled Veteran
Current Position: Administrative Officer/Ship’s Secretary
Target: Technical Operations Group Assistant, GS-0303-7, Drug 
Enforcement Administration, GS-7
 
Greg Hall, Admin Officer, DEA San Diego Field Division, was mentoring Cedrick for a Direct Hire position 
within DEA. Greg saw that Cedrick’s USAJOBS Federal resume was in the BIG BLOCK format, was very 
hard to read, and did not show the specialized experience for the position. Kathryn Troutman, Federal Career 
Coach®, advised Cedrick to organize his USS Zumwalt experience into critical skills and accomplishments 
to feature Operations Technician experience.

RESULTS 
Cedrick would have been hired by Greg. But Cedrick found another Federal position before Greg and his office 
had a chance to offer him the position. Once Cedrick’s resume was a Federal-style format, Cedrick was in-demand 
based on his experience. 

cedrick smith 
Federal resume case STUDY #1 (Resume Preview) 
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QUALIFICATIONS REQUIRED
To qualify for this position at the GS-7 level, you must meet one of the following:

SPECIALIZED EXPERIENCE, TRAINING, AND CERTIFICATION REQUIREMENTS:  You must 
have at least one (1) full year of specialized experience (equivalent to at least the GS-5 level in the Federal service) 
that has equipped you with the particular knowledge, skills, and abilities to successfully perform the duties of a 
Technical Operations Group Assistant.  Specialized experience is experience in:
• Organization Liaison for Budget
• Organization Liaison for Purchasing
• Organizational Liaison for Human Resources
• Investigative Technology Program
• Correspondence Management, Reports, Logs Management
• Administrative and Office Operations
• Assist employees where there is no clear precedent

BEFORE RESUME KEYWORDS
• ADMINISTRATIVE OFFICER 
• SHIP’S SECRETARY
• FOLLOW COMMAND PROGRAMS
• RESPONSIBLE FOR LEADERSHIP
• USED AUTOMATED SYSTEMS
• MAINTAINED SENSITIVE
• RECORDS MANAGEMENT

AFTER KEYWORDS - TARGETED
• ORGANIZATIONAL LIAISON
• SUPERVISION & MANAGEMENT
• HUMAN RESOURCES ADMINISTRATION
• TECHNICAL SUPPORT
• AUTOMATED SYSTEMS EXPERTISE
• RECORDS MANAGEMENT OFFICER
• REGULATORY COMPLIANCE

BEFORE AND AFTER KEYWORDS

BEFORE RESUME ORGANIZATION
• CONTACT INFORMATION 
• WORK HISTORY

AFTER RESUME ORGANIZATION
• OBJECTIVE
• SPECIALIZED SKILLS
• WORK HISTORY
• KEY ACCOMPLISHMENTS

BEFORE AND AFTER ORGANIZATION
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Don’t write your 
DUTIES in a BIG 

BLOCK!  Too 
Hard to Read! 

HINT

BEFORE RESUME
Cedrick’s before Federal resume is in the BIG BLOCK format, and it’s HARD TO READ.
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All of the duty and 
accomplishment sentences 

are in past tense.

ALL CAPS 
KEYWORDS! 

AFTER RESUME
Cedrick’s after Federal resume is in the Outline Format, with his Qualifications in ALL CAPs. It will be much easier 
for HR to see that he is qualified for the position. This resume also has an impressive Accomplishments section.
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KEY 
ACCOMPLISHMENTS 

are featured here!

Write 5 to 
8 Work 

History duty 
paragraphs 
with ALL 

CAP 
HEADINGS.
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Why Go Government?

Federal Employee Compensation Package: It’s More than Just Salary 
You’re making a great choice when you choose a career with the Federal Government. You will find our 
comprehensive compensation and benefits package to be competitive. As a Federal employee, you and your family 
have access to a range of benefits that are designed to make your career rewarding while at the same time enabling 
you to balance work and family needs. 

Compensation
• Salary — The Federal Government offers competitive base pay, with most positions using the General 

Schedule (GS) pay system. Some highly-competitive jobs, such as entry-level IT specialists, provide 
higher special pay rates.

• Federal Student Loan Repayment — Agencies may help repay your Federally-insured student loans up to a 
maximum of $10,000 a year or a $60,000 lifetime maximum.

• Incentives and Awards — In addition to salary, your hiring agency may offer monetary recruitment, 
relocation, or retention incentives and performance awards.

Leave and Workplace Flexibilities
• Alternative Work Schedules — Maintain valuable contributions to your work group while meeting your 

personal needs by operating on a non-traditional work schedule.
• Vacation, Personal and Sick Time — Enjoy paid and non-paid time off through our generous leave programs. You 

may also qualify for a higher leave accrual rate because of your non-federal work experience or uniformed service.
• Telework (external link) — The Federal Government is a leader in the use of innovative workplace 

arrangements like telework.

Additional Benefits
• 11 Paid Holidays
• Child Care Subsidies
• Child Care Workplace Flexibilities
• Commuter Subsidies (external link)
• Continuing Education and Professional Development
• Dental and Vision Insurance
• Elder Care Workplace Flexibilities
• Employee Assistance and Referral
• Family and Medical Leave Act (FMLA): A new paid leave 

benefit “paid parental leave” was made effective October 
1, 2020, for qualifying FMLA purposes. This new leave 
benefit provides up to 12-weeks of paid leave. This leave in 
addition to an employee’s earned annual and sick leave.

• Flexible Spending Accounts
• Health Insurance
• Leave to Care for Family Members
• Life Insurance
• Long-Term Care Insurance 
• Pay and Leave Flexibilities
• Reasonable Accommodations
• Retirement Benefits  
• Volunteer Activities/Community Service

From: https://www.opm.gov/policy-data-oversight/pay-leave/pay-administration/fact-sheets/federal-employee-compensation-package/
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To get started on your Federal job search, you need to know some basic information about Federal jobs and how they 
are filled. In this step, we will give you a high-level overview. First, we’ll ask you some questions about your job search. 
If you don’t know the answers, don’t worry. You’ll be able to find much of the information as you go through this step.

ACTIVITY: Your Federal Job Search Goals
1. Job Titles and Series

What is your current military job title?

How many years of specialized experience do you have?

Which Federal job titles or series seem correct for you?

2. Grade and Salary

What is your current military rank?

What is your current military salary?

What is your target Federal grade level?

What is your target salary?

3. Agencies

What are your target agencies?

What types of Federal jobs can you apply for and how will you apply for them?

step 1 
Learn about federal jobs
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1
Direct Hire Process (Faster Hire Process)
The chart below is a general overview of the Direct Hire process as prescribed by OPM. Average hire time can be 
2 weeks to 50 days!  This can be FAST. See the full process here: 
https://www.opm.gov/policy-data-oversight/hiring-information/direct-hire-authority

(Waiting for new chart from Russel)

The chart below is a general overview of the Direct Hire process as prescribed by OPM.

Where / how to apply:

Check for eligibility and minimum qualifications

Forward all eligible applicants to the Hiring Manager

Application Review (Human Resources)

Direct Hire Process Chart (Faster Hire Process)

Selection (Hiring Manager)

Apply to Direct Hire Jobs (Applicant)

Select applicants for interview

Make final selection 

Applications can be submitted through commercial hiring platforms, 

job fairs, organizational events, direct contact with a recruiter at colleges 

and universities and related events.

Email documents and resume
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Competitive Hiring Process
The chart below is a general overview of the competitive hiring process as prescribed by OPM. OPM states that 
this process takes 80 days from announcement closing to a Selection. See the full process here: 
www.opm.gov/policy-data-oversight/human-capital-management/hiring-reform/hiring-process-analysis-tool/

Application Review (Human Resources)

Competitive Hiring Process Chart

Selection (Hiring Manager)

Apply on USAJOBS (Applicant)

Submit resume and documents

Answer self-assessment questionnaire

Check for eligibility and minimum qualifications

Rate and rank applicants and apply Veterans’ Preference if appropriate

Issue certificate of applicants being referred to the hiring supervisor (“cert list”)

Select applicants for interview

Schedule and conduct interviews

Check references

Make final selection 

Place eligibles in ranking order
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1
Federal Job Titles and Series
Most Federal jobs are defined as part of the General Schedule (GS) system 
and assigned a number and title. For example, GS-0341 is the Administrative 
Officer series. Visit the Office of Personnel Management (OPM) website to 
find the definitions for the GS positions. 

Descriptions of White Collar Positions
Visit https://www.opm.gov/policy-data-oversight/classification-qualifications/classifying-general-schedule-
positions/#url=Standards for a list of the GS white collar positions with links to the definitions and standards.

For a summary of the White Collar occupational series in PDF form, view the “Handbook of Occupational 
Groups and Families” at www.opm.gov/policy-data-oversight/classification-qualifications/classifying-general-
schedule-positions/occupationalhandbook.pdf

Descriptions of Trades, Crafts, and Labor Positions
Visit www.opm.gov/fedclass/html/fwseries.asp for a listing of the trades, crafts, and labor positions and links to the 
definitions and standards for these series.

Translating Military 
into GS Positions
If you need to figure out how to 
translate your military position into 
a GS position, go to the Military to 
Federal Jobs Crosswalk: 
www.mil2fedjobs.com

This website is the first and only 
Military Occupational Code (MOC) 
to GS crosswalk and is sponsored by 
the State of Maryland. Match your 
MOC to GS interests online in just 
minutes!

NOTE: You can find 
Keywords for your resume in 
the OPM Standards.
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Grade and Salary
The General Schedule (GS) is a worldwide pay system that covers more than two million employees. The GS pay 
schedule has 15 grades and 10 steps in each grade covering more than 400 occupations. Pay varies by geographic 
location: Look up your potential salary WITH your locality pay. See the latest GS Pay Tables at:  
https://www.opm.gov/policy-data-oversight/pay-leave/salaries-wages/

Pay banding allows an organization to combine two or more grades into a wider “band” and is an increasingly 
popular alternative to the traditional GS system. The “grade” information may be specific to a particular agency.

Which grade you qualify for is based on the following:
Experience
• Quality of experience
• Directly related to the job or general nature of work
• Complexity of assignments (what, for whom, why)
• Decision-making authority or span of control
• Knowledge, skills, and abilities used
• Length of experience
• Full-time or part-time
• Number of hours per week

Qualifying Based on Education Alone
GS-2: High school graduation or equivalent (i.e., GED) 

GS-3: 1 year above high school

GS-4: 2 years above high school (or Associate’s degree) 

GS-5: Bachelor’s degree

GS 7: 1 full year of graduate study or Bachelor’s degree with superior academic achievement (GPA 2.95 or 
higher out of a possible 4.0)

GS-9: Master’s degree or equivalent such as J.D. or LL.B. 

GS-11: Ph.D.

NOTE: There are exceptions to this 
chart; there are occupations that will not 
accept education in lieu of experience.

Education
• Major field of study
• Number of years or semester hours completed
• GPA

Training
• Related to job
• Number of days or hours


