[YOUR FULL NAME]
[City, State, ZIP] | [Phone] | [Email]
U.S. Citizen | Clearance: [TS/SCI, Secret, None] | Veteran's Preference: [5-pt/10-pt/None]
PROFESSIONAL SUMMARY
[2-3 sentences. Lead with years of experience + core expertise. Include keywords from the job announcement. End with a quantified achievement. Maximum 50 words.]
CORE COMPETENCIES
[Keyword 1] • [Keyword 2] • [Keyword 3] • [Keyword 4] • [Keyword 5] • [Keyword 6]
[Mirror exact keywords from the job announcement. If they say 'Strategic Planning,' you say 'Strategic Planning.']
PROFESSIONAL EXPERIENCE
[JOB TITLE]
[Employer Name] | [City, State]
[MM/YYYY] – [Present or MM/YYYY] | Hours/Week: [40] | Salary: $[XXX,XXX]
Supervisor: [Name] | [Phone] | May Contact: [Yes/No]
• [ACTION VERB] + [task] + [quantified result]. Example: Directed recruitment for 5 offices, reducing time-to-hire by 23% and filling 150 positions annually.
• [ACTION VERB] + [task] + [result with $, %, or #]. Focus on IMPACT, not duties.
• [ACTION VERB] + [task] + [result]. 3-4 bullets max per role. Quality over quantity.
[JOB TITLE]
[Employer Name] | [City, State]
[MM/YYYY] – [MM/YYYY] | Hours/Week: [40] | Salary: $[XXX,XXX]
Supervisor: [Name] | [Phone] | May Contact: [Yes/No]
• [Quantified achievement showing IMPACT]
• [Quantified achievement — use the 'So What?' test]
• [Quantified achievement — translate military jargon to civilian terms]


[CIVILIAN-TRANSLATED TITLE] (E-7/O-4)
[Branch of Service] | [Primary Duty Location]
[MM/YYYY] – [MM/YYYY] | Hours/Week: 40+ | Supervisor: [Rank/Name] | May Contact: [Yes/No]
• [Translate: 'Platoon Sergeant' = 'Senior Team Manager overseeing 40 personnel and $2M in equipment']
• [Focus on transferable skills: leadership, budget, training, operations, logistics]
• [Quantify: people led, budget managed, % improvement, missions completed]
EDUCATION
[Degree] in [Field] | [University] | [City, State] | [Year]
[Include GPA only if required in JOA. List relevant coursework only if directly applicable.]
CERTIFICATIONS & LICENSES
• [Certification] — [Issuing Org] — [Year or 'Current']
• [Certification] — [Issuing Org] — [Year]
[Only include if relevant to target role: PMP, Security+, Six Sigma, etc.]
⚠️ NEW FOR 2025: REQUIRED ESSAY QUESTIONS
Effective September 27, 2025, all GS-05+ positions require FOUR 200-word essays submitted separately. Prepare these in advance:
1. Constitutional Commitment: How has your commitment to the Constitution inspired you to pursue this federal role?
2. Government Efficiency: How would you use your skills to improve government efficiency and effectiveness?
3. Executive Order Alignment: How do your values align with current administration priorities?
4. Work Ethic: Describe your work ethic and commitment to public service.
These essays are NOT on your resume — they're submitted separately via USAJOBS. You must certify they are your own words.
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