1 NHNG USA Jobs “How To” Pamphlet

Welcome! This pamphlet is intended to show you how to create a resume on
USAJobs in order to apply for positions within the New Hampshire National
Guard. You can also use this resume to apply for any federal position.

First, if you don't already have an account with USA Jobs, you can create an
account and resume by logging on to their site by clicking below or typing it
into the address bar of your web browser.

http://www.usajobs.opm.gov/

Once you are there, click on "Create a Resume”
Next, click on “Create your account now”

Your screen should look similar to this:

) UISAJOBS - New Account - Microsoft Internet Explorer

File Edit Wiew Faworites Tooks  Help |',
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Address Ej https: fimy . usajobs .opm, govinew, asp?ID=enableRedirectredirect="%2Findex%2E asp A4 Go Links *

1t's your one-stop source for Federal jobs and employment information. -

vm’ -
"WORKINGW FOR AMERICA"

HOME | SEARCHJOBS | MYUSAJOBS | FORMS |

Create New Career Center Account Fill in the
* Required Information ) ReqUIred
*First Name Helen Information
*MIdC”E Name : indicated
Last Mame Waite h
with an

asterisk *

*Home Address 1 Main St
Home Address 2

*City/ Town Pease aAir Patch ‘

*State/Province MNew Harmpshire v

*Postal/ZIP Code 03801

*Country us v| &
< | =
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) UISAJOBS - New Account - Microsoft Internet Explorer

File Edit View Favorites Toolks  Help 'l’,'
. — a
e Back ~ \_) |ﬂ @ ﬂ P ) Search ‘»;'\'( Favarites &} [ _J ﬁ ﬁ
Address |@ https: fimy . usajobs .opm, govinew, asp?ID=enableRedirectredirect="%2Findex%2E asp v| Go Links
2
“Usemame se batwesn 4 and 20 charactare Fill in the
*Password eeeees Use betwsen 4 and 20 characters ReqUIred
*Re-enter Password — I H
nformation
*Password Question --- Select --- v indicated
*Your Answer H
To help remember and protect your password, supply a personal "hint"" by selecting a Password Wlth an
Question and answering it below, aSteriSk b 3
*are you a U.S, ®ves
7
Citizen? Mo

If you are not 3 U.S. citizen, please provide country of citizenship:
Country of citizenship:

Do you claim veterans' preference?
*Veterans' Preference  (Oipg

@ S-paint pref based live duty in the U.S. Armed F Note: Veterans Preference is not
-point preference based on active duty in the U.S. Armed Forced s

) 10-paint preference for non-compensable disability or 2 purple he E'Ised for NHNG p05|t|ons, hO\.NIEVEI’
0 10-point preference based on a compensable service-connected | is used for other federal positions.

percent but less than 30 percent You should select the button that’s
1 10-point preference based on spouse, widow, widower, or mothe r|ght for you.

3 https://my.usajobs.opm.gov - USAJOBS - Career Center - Microsoft Internet Explorer
File

Edit View Favorites Tools  Help

UbAjUBb USATOES is the official job site of the United States Federal Covernment. =
ORKING D FOR AMERIGAr  [t® ¥our one-stop source for Federal jobs and employment information,
PGS  PRIVACY POLICY T WELP | SHEMAP
HOME | SEARCHJOBS | MYUSAJOBS | FORMS |
Helen Waite, Welcome to Your Personal MEW USAIOBS Alerts
Career Center Home Page Have you read this
Find sverything you need to manage your career development, 3MNouncement carefully and
Y e fUlly? Spend a few minutes to
read the entire job posting,
Create 3 New Resume - Government vacancies can be
confusing and agencies are
Get your job search agent results here. mare than willing to answer any "
Create Mew Agent questions you have, But keep in
Lreate New Agent "
mind that you want to make the
best first impression, you don't
want to ask questions when you
may have the answers right in
frant of you.
Current Profile Info
Helen Waite
o
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OK, now you're ready to create your resume for use in applying for positions.

First, click on “"Create a New Resume”. You should be looking at a screen like
this.
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Microsoft Internet Explorer

File:

Edit  Wiew  Favorites

Tools

Help

L3

—USAJOBS

“WORKING

HOME

Frofile | Resume | Agent | Applications | Log Qut

\)*

USAJOBS is the official job site of the United States Federal Government.

It's your one-stop source for Federal jobs and employment information,

PP T PRIVACY POLICY T HELP T SIEHAP

SEARCH JOBS | MYUSAJOBS | FORMS |

There are 4
buttons in

Resume Builder

I. Getting Started
2 Experience

3. Related Information
4. Finishing Up

Preview
your Resume
as you build ie!

A

PLEASE NOTE:

this process
to guide you
through

Getting Started Experience } Related Information -\ Finishing Up

PLEASE NOTE: Fields with an asterisk (% ) are required fialds.  Click on the () aftar each title for more Inform:

USAI0BRS' Resume Builder allows you to create a uniform resume that provides all of the
information required by government agencies. Instead of creating multiple resumes in
different formats, you can build your resume once and be ready for all job opportunities,

Confidentiality (&

Select confidential to hide your contact information, current employer name, and
references from recruiters performing resume searches. Learn more,

O Confidential @ Mon-Canfidential

|=

|

@ Dane
——————

é 0 Inkernet

A 4§ RLVIE 45080

O Document -

A https:{fmy.usajobs.opm.gov - USAJOBS - - Microsoft Internet Explorer

File

Edit  Wiew Favorites

Tools

Help

FIETaE WL 31 aSEerisk
(% ) are required fields.

For Help and more
information in each
section, click the

found after each title.

TIP: Creating a new
resume! Wondering what
Federal recruiters will see!
Wiew a sample resume
before creating your own.
Take a look!

& Clicktoseea
Sample Resume

Candidate Information (&

Note: If your resurmne is confidential, this information will not be visible to recruiters performing
resumne searches, Learn more.

* Name Your Resume

Fill in the Required
Information indicated
with an asterisk *

[ wihat is this?
“ First Nom
= . .
gﬂf:.?;lgs;ecunw ,—‘ why is this required?
* Home Address |1 Main St ‘
Home Address 2 | ‘ L
* City/Town Pease Air Patch
* State/Province |New Hampshire "|
* postal /ZIP Code n2s01
* Country [us ~
* Email |Jnhn.symmgton@nh.ngh.army‘mil ‘
#[gelect — v | |
- Select — v
1 v
Day Phone | N
Ewening Phone -
Mobile 2 @ Internet

Fax
DSN
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£ https:{fmy.usajobs.opm.gov - USAJOBS - - Microsoft Internet Explorer

Fle Edit ‘Wew Favorites Tools  Help ﬂ'

* fAre you a U.S. Citizen? ®ves OnNo
* Do you claim veterans' preference? (&) yes

[N Daoes this apply to me?

) 10-point preference hased an a campensable service
percent but less than 30 percent

) 10-point preference hased an spouse, widow, widower, or moth
() 10-point preference based on a compensable service-connected disabil
percent or more

Fill in the
Required
Information
indicated
with an
asterisk *

/.
AV

Selective Service
[¥] Check this box if you are an adult male born on or after January 1st 1960, and you
registered for Selective Service between the ages of 18 through 25,

Federal Employee Information @

* Are you or were you ever a permanent Federal civilian employee?

If yes, indicate the highest permanent Federal civilian grade you hel
Pay Plan (e.g., GS, WG, 5T, etc.) g5

Series o201

<
£ S @ Internet

e | https:{/my. usajobs.opm.gov - USAJOBS - - Microsoft Internet Explorer

File Edit Wiew Faworites Tooks  Help

. Getting started | TExperience ™) Related Information | _Finishing Up = -
Resume Builder )
p PLEASE NOTE: Fields with an asterisk (3 ) are required fields.  Ciick on the @) after each title for more Inform:
1. Gerting Started
1. Experience -
3. Related Infermation Work Experience @
4. Finishing Up
Note: If your resurne is confidential, the name of your current ermployer (indicated by an and
B date of "prasent") will not be vizibla to recruiters perfarming resume searches, Learn mare.
your Resume =
as you build ie!
* Employer Name \acme Airplane Parts |
* Employer City/Town Podunk |
* Employer State/Province \NH |
* Employer Country lus v|
* Formal Title 'Head Honcho |
* Start Date December || 1985 v F-" - th
* End Date Prosent v = Hiimn e
salary (35,000 [usp ~|[pervear v| Required
* Average Hours per week Information
May we contact your H H H
supervisor? Oves ®no |nd|cated W|th
1s this a Federal Position? @ves OMNo an asterisk *
Series: 2859
Paw Blan and Grade: [ ol A
< J 2

@ Done é 0 Inkernet
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A https:{/my. usajobs.opm.gov - USAJOBS - - Microsoft Internet Explorer

File Edit Wview Favorites Toolks  Help

=%

*Duties, Accomplishments and Related Skills
1 did everything the boss didn't want to do

(ou have 2957 characters remaining for your description...)

READ THIS | 4k ADD WORK EXPmIENCE)

important notice
before listing your
Education! — OR |

Only list degrees from
schools that have been
accredited by accrediting
institutions recognized by
the U.S, Department of
Education or other :
education that meet the Education @
provisions of the Office of
Personnel Management's
Operating Manual.

[ 1 have no relevant work experience.

* School or Program Name My High School/Colley
* City/Town
* state

Learn more!

* Country [us ~]
Degreeflevel Clarifications
* DegreefLevel Attained some College Coursework Complatad v |
ramnlntinn Mate . ; = .l ]
< | L] oy s
@ é ® Internet Fl" II1 the
@ Documentt - . S Al Required
Information
2 https:/imy. usajobs.opm.gov - USAJOBS - - Microsoft Internet Explorer ] Ind Icated Wlth
File Edit visw Favorites Tools Help o an asterisk *
* Country
Lus 8 % and answer all

Degreeflevel Clarifications
* Degree/fLevel Attained Some College Coursework Completed V‘ Othel‘

Completion Date Movemnher % | 2005 % queStionS as
Major Aircraft Maintenance H

) applicable
PP '

GEA of GPA Max.
Total Credits Earned

System for Awarded Credits @ Semester Hours
O Quarter Hours
O Other

Relevant Coursework, Licensures and Certifications

48P License, Accounting Courses, Civil Engineering
certificates, aquisition Courses, etc would go here...

(¥ou have 1895 characters remaining far your description...)

[ 4 ADD EDUCATION )

\
o
3
%

|

é 0 Inkernet
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¢ | https:{/my. usajobs.opm.gov - USAJOBS - - Microsoft Internet Explorer

File Edit Wview Favorites Toolks  Help

-~
. Getting Started | Experience |¥Related Information®) Finishingup Jeee—
Resume Builder
The sections below are optional. However, if you choose to complete & sectien yau must enter all required ( 3 ) fie
I. Gerting Started
2 Experience
3. Related Information References @
4. Finishing Up
Note: If your resurne is confidential, this information will not be visible to recruiters performing
Preview resurmne searches, Learn mare,
your Resume
as you build it!
* Name [My Best Friend |
Employer ‘ |
Title ‘ |
* Phene |603-554-5555 |
Email ‘ |
* Reference type O professional @ |
[ 4b ADD REFERENCE )
Additional Language Skills (@& -
Fill in the
v Required
L] | > -
Information
@ Done é 0 Inkernet

indicated with
an asterisk *
and answer all
other
questions as
applicable.

O§ Documentt - Mi

A https://my. usajobs.opm.gov - USAJOBS - - Microsoft Internet Explorer

File Edit Wview Favorites Toolks  Help ?
~

Additional Language Skills (&)

Languages Spoken | - Select -—- v|
Spoken: @ HMNone OnNovice O lIntermediate O advanced
Written: ®Hone ONovice Olntermediate O advanced

Read: @ Hone Onoviee OlIntermediate O advanced

| ;&‘-"ADD LANGUAGE )

Affiliations @

* Organization Name [EANGUS, AFE, AFSA, Btt... |

* Affiliation/Role \Preswdent, Treasurer, eto |

{ 4> ADD AFFILIATION )

Professional Publications @

|=

|
é 0 Inkernet

|

<
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A https:{/my. usajobs.opm.gov - USAJOBS - - Microsoft Internet Explorer

File Edit Wview Favorites Toolks  Help

=%

Professional Publications @

Enter any professional publications in the space provided

widget Counter Manthly

(rou have 15978 characters remaining for your description... )
(max. 2,000 charackers]

Additional Information (&) L

Enter job-related honors, awards, leadership activities, skills {such as computer
software proficiency or typing speed) or any other information requested by a
specific job announcement. Heed maore space? Click here to expand this field,

Put other awards and things here

|=

< | Fill in the
€l 2 @ Itermnet Required

O§ Document - L A E gy @R sl In forma tion
indicated with
£ 1 https://my. usajobs.opm.gov - USAJOBS - - Microsoft Internet Explorer : 7 an aSteriSk *
File Edit Wview Favorites Toolks  Help ','. a nd a nswer a"
~ | other
Availability & queS_tlons as

applicable.

|

Note: Including this information will provide recruiters with additional detail on the type of position
you are seeking. It will not exclude your resume from consideration.

What type of work will you be willing to accept?

Permanent CTemporary CTerm [Jintermittent
[ petail [Temporary Promotion (] Summer [Jseasonal
[JFederal career Intern [Jstudent Career Experience

what type of work schedule will you be willing to accept?

[ Full Time [ prart Time [ shift work
Cintermittent  [1Jab Share

Desired Locations @

Note: Including this information will provide recruiters with additional detail on the type of position

vou are seeking It will not exclude your resumne from consideration,
e

| >

é 0 Inkernet
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A https:{/my. usajobs.opm.gov - USAJOBS - - Microsoft Internet Explorer

File Edit Wview Favorites Toolks  Help

[ Full Tirme: Orart Time:
[ intermittent [J3ob share

O shift Work

Desired Locations @

Note: Including this information will provide recruiters with additional detail an the type of position
you are saeking. It will not excuds your resume from consideration.

Please select the Desired Location(s) you are willing to wark in.
(For multiple locations, hold down the <G> key (PC) or <Cornmand> key (Mac) as you select)
Click arrow to add ("%’ to delete)

Choose State then Locale(s)

Mantana || All Wew Hampshire Mew Hampshire - Southern
Mebraska | \Morthern
Mevada ADD
i E
Mew Jersey B
Mew Mexico =
v
Mew Tork b DELETE

Show locations for this region:
United States | Africa | Asis | Europe | North America | South America | Australia
Caribbean and Central America | Middle East

(& PREVIOUS) ( SAVE FOR LATER 6} NEXT .}) -

< | 3
é 0 Inkernet

@ https: fimy usajobs .opm, goviResumeBdilder\Wizard, asp?ResumelD=86 7 46345&builderid=215&page=28f

¥
'y start A

O Document -

A https://my. usajobs.opm.gov - USAJOBS - - Microsoft Internet Explorer
File Edit Wiew Favorites Tooks  Help ""

=) Getting Started ] Experience ] Related Information | " Finishing Up ™= v

Resume Builder
PLEASE NOTE: Fields with an asterisk (% ) are required fields.  Click on the (G after each title for more Informe

I. Gerting Started

Fill in the
Required
Information
indicated with
an asterisk *
and answer all
other
questions as
applicable.

2 Experience
3. Related Information
4. Finishing Up

Spell Check @

We highly recommend that you spell check your resume. A professional resume
shows your attention to detail and can give you a competitive edge!

%4/ SPELL CHECK )

Preview
your Resume
as you build it!

Make Searchable @

Activating your resume will allow recruiters to find your resurme during resume

searches,
( :.A£11VATE RESUME () ) =
—©or

Save your resume. To make future changes to your resume, click Manage
Resumes on your My USAJ0BS homepage.

SAVE FOR LATER ) )

< |

|=

|

@ Done é 0 Inkernet
————

When you’'re
done, click on
“Finish”.
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File Edit Wview Favorites Toolks  Help

.",r

[+

USAJOBS; USAJOBS is the official job site of the United States Federal Government.
h FOR AMERICA"

WORKING It's your one-stop source for Federal jobs and erployrent information,

HOME | SEARCHJOBS | MYUSAJOBS FORMS |

Profile | Resume | Agent | Applications | Log Out

USAJOBS' Resume Builder allows you to create a uniform resume that provides all of
the information required by government agencies. Instead of creating multiple resumes

in different formats, you can build your resume once and be ready for all job
opportunities.

Resume Listings and Activity

Tips on Managing Your Resumes
Status: Searchable
Make Mot Searchable
Expiration Date: 8/22/2007

Resurne 1: Helen's Resume
Preview | Edit | Duplicate | Delete | Renew

[ Create a New Resume ]

{f
E:

é 0 Inkernet




