[Your Name]
[Target position title, e.g. Program Analyst]
[City, State] · [you@email.com] · [(555) 555-0100]
[U.S. citizen] · [Veterans’ preference or special hiring eligibility, if any]
SUMMARY
[Optional, two or three lines: your field, years of relevant experience and the grade you’re applying for. Cut it first if you need the space.]
WORK EXPERIENCE
[Job title]	[MM/YYYY] – Present
[Employer: agency and office, or company] · [City, State]
[Series and grade for federal jobs, e.g. GS-0343-11] · [Hours per week, e.g. 40]
1. [Use the announcement’s “specialized experience” wording where it’s true for you, and show it at the level asked for]
1. [A result with a number: what changed, by how much, for whom]
1. [A duty that matches another qualification in the announcement]
[Job title]	[MM/YYYY]
[Employer] · [City, State]
[Hours per week]
1. [Older or less relevant jobs get one or two lines, or come off]
1. [Two pages at most, as submitted: a longer resume is not considered]
EDUCATION
[Degree type, e.g. Bachelor of Science], [Major]	[MM/YYYY completed]
[School or institution] · GPA [Cumulative GPA, e.g. 3.6/4.0]
CERTIFICATIONS AND TRAINING
[Certification or job-related training], [Issuer]	[MM/YYYY]
SKILLS
[Tools and methods]: [Skill], [Skill], [Skill]
ADDITIONAL INFORMATION
1. [Security clearance: level and status, if you hold one]
1. [Languages, professional organizations or publications, if relevant]
