YOUR NAME

City, State | your.name@email.com | (XXX) XXX – XXXX
Citizenship | Veteran Preference Point | Security Clearance Level
[bookmark: _Toc229671970]PROFESSIONAL SUMMARY 
Write 3–4 concise sentences highlighting your strongest qualifications, core competencies, and areas of expertise. Focus on the value you bring to the role and the accomplishment that show it. 
Example structure:
· State your profession or key identity (e.g., “Experienced Program Analyst with 8+ years in federal operations”).
· Highlight 2–3 major skill areas aligned with the job announcement.
· Mention specialized tools, systems, or regulatory knowledge.
· End with a statement of value or impact through relevant accomplishments.

[bookmark: _Toc229671971]CORE COMPETENCIES
This is the most critical element. Your summary must directly reflect the “Specialized Experience” requirements in the job announcement. Provide 2–4 concise bullet points demonstrating how your experience meets the required grade level through specific accomplishments. 

[bookmark: _Toc229671972]PROFESSIONAL EXPERIENCE
[bookmark: _Toc229671973]Company Name | City, State                                                                   	            Start Date – End Date | Hour per week      
Job title (include series and grade if it was a federal job only) | Salary (optional)
Supervisor Name | Phone Number | Contact Preference
· Provide clear, concise descriptions that demonstrate your ability to perform the duties at the required grade level.
· Use results‑focused language and quantify achievements using numbers, percentages, dollars, or measurable outcomes.
· Prioritize experience directly relevant to the job announcement.
· Include relevant volunteer work or community roles that support your qualifications.
· Use terminology that mirrors the job announcement. If the posting requires experience with MS Project, explicitly include MS Project in your résumé.
· Remove or minimize outdated, unrelated, or low‑relevance positions.
[bookmark: _Toc229671974]
Key Accomplishments
· Highlight achievements that are specific, measurable, and outcome‑driven.
· Focus on what you improved, created, streamlined, or solved.
· Use metrics whenever possible (e.g., “Reduced processing time by 25%,” “Managed $2M project portfolio”).

[bookmark: _Toc229671975]Company Name | City, State                                                                   	            Start Date – End Date | Hour per week      
Job title (include series and grade if it was a federal job only) | Salary (optional)
Supervisor Name | Phone Number | Contact Preference
· Provide clear, concise descriptions that demonstrate your ability to perform the duties at the required grade level.
· Use results‑focused language and quantify achievements using numbers, percentages, dollars, or measurable outcomes.
· Prioritize experience directly relevant to the job announcement.
· Include relevant volunteer work or community roles that support your qualifications.
· Use terminology that mirrors the job announcement. If the posting requires experience with MS Project, explicitly include MS Project in your résumé.
· Remove or minimize outdated, unrelated, or low‑relevance positions.

[bookmark: _Toc229671976]Key Accomplishments
· Highlight achievements that are specific, measurable, and outcome‑driven.
· Focus on what you improved, created, streamlined, or solved.
· Use metrics whenever possible (e.g., “Reduced processing time by 25%,” “Managed $2M project portfolio”).

[bookmark: _Toc229671977]EDUCATION
Include this section when the job announcement requires specific degrees, coursework, or academic credentials. Provide all required documentation (e.g., transcripts, licenses).							 

[bookmark: _Toc229671978]CERTIFICATIONS & LICENSES
List only credentials relevant to the position. Include only licenses relevant to the position. Examples: Construction Quality Management for Contractors (CQM C); Professional Engineer (PE); PMP Certification.
							 
[bookmark: _Toc229671979]SKILLS
List skills that directly support the job requirements. Keep this section targeted, not a generic list.
· Hard Skills (Technical): e.g., data analysis, Microsoft Excel, Power BI, project scheduling, GIS.
· Soft Skills (Behavioral): e.g., communication, leadership, problem‑solving, adaptability.
· Tools & Technologies: e.g., QuickBooks, MS Project, SharePoint, Tableau, Canva.

[bookmark: _Toc229671980]LANGUAGE
[bookmark: _Toc229671981]List languages and your proficiency level.

[bookmark: _Toc229671982]AWARDS (OPTIONAL)
[bookmark: _Toc229671983]Awards list received.







