3.

INSTRUCTIONS FOR USING THE NAVY’S ON-LINE RESUME BUILDER

Log on the internet and type http://www.donhr.navy.mil. It will automatically open to the
Department of Navy Human Resources (DONHR) homepage.

From the DONHR homepage (Civilian Human Resources), click on the blue tab marked
JOB OPPORTUNITIES.
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After reading all the instructions, click on the link located on the left side of the page
marked JOBS, JOBS, JOBS.
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¥ B ositions APPLYING FOR DEPARTMENT OF THE NAVY CIVILIAN POSITIONS ... A 3-
STEP PROCESS
B Jobs, Jobs Aobs
The Department af the Mawy has eight Human Resources Serwice Centers located warldwide. Each Center
B Resume Builder recruits individuals to fill Mavy and Marine Corps civilian positions occurring in its serviced area. E-mail and
mailing addresses for the Centers are found in our Hurman Resources Service Center Contact List.
B Application Express
Applyving far civilian positions at any one ofthese Centers is easy..just follow the steps below:
B Preparing Resumes
STEP 1 - CONDUCT A JDOB SEARCH
B Sample Resurme
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4.

Click on Click Here To Continue

/3 Notice to Applicant - Microsoft Internet Explorer
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NOTICE TO APPLICANT

You are being redirected to another site. In the event that you get an error message advising you
that the page cannot be viewed it may be due to a temporary router problem or a problem with
your Internet Service Provider (i.e., AOL, MSN, Netzero, etc.). Please try again in a few minutes.
If you are still unable to access the site, contact your Internet Service Provider and ask them to
update their Domain Name Service (DNS) table with the following address:
www.resume.hroc.navy.mil

Thank you for your interest in employment with the Department of the Navy.

Click Here To Continue
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On the map, click on Pennsylvania for Northeast Region listings. For other geographic
locations, click on the appropriate area.
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B DOMNHR Horne
Search for Department of the Mawy Civilian Employment Opporunities three ways. You can:

B Jobs, Jobs, Jobs
Search by Position Title

B How To Apply
Search All Open Positions

or Search All Pasitions by geographic region on the map below.
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6. When the job listing is displayed, it can be sorted by any of the column headings (e.g.
Announcement Number, Position Title or Location). For example, to sort by position

title, click the heading marked Position Title.
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Click on any column head To sort by

Announcement

Search by Position Title/ number, Click

Here

listing.,

The wacancy listing below is comprised of current job openings advertised by the Department of the Navy Human
Resources Service Centers. You may view an announcement by clicking on the 'Position Title' of the job opening. Please
read announcements carefully as they contain information that will assist you when applying for positions.

Please contact the corresponding Human Resources Service Center directly if you have questions pertaining to a particular
announcement, Contact information can be found when viewing the full announcerment,

nzf1z2/2002

To sort by

~
Announcement

Number

Location

p Position Title,
Download our JOB KIT Click Here
* Free Adobe -ﬂ

Position Title

PHNE-0C-01-
0141

05/2z/01

KITTERY ME, PORTSMOUTH
MAVAL SHIPYARD, PROD
RES DEPT
COATS/COVERINGS SHOP
964,/971/975

PAINTER {L608865)

PHNS-0C-01-
a1zz

05/01/01

KITTERY, MAINE,
PORTSMOUTH NAVAL
SHIPYARD, PRODUCTION
RESOURCES DEPARTMENT

WELDER LEADER

|

KITTERY ME PORTSMOUTH

MAVAL SHIPYARD
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7.

Locate the vacancy in which you are interested and click on the title. This opens the job

announcement.
Department of the Havy n Human Resources Yacancy Li rozoft Internet Explorer
J File Edit “iew Fawvorites Tools Help
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Pearl Harbor, HI, JOINT ;l
INTELLIGEMCE CENTER
PACIFIC, DIRECTORATE OF Z 5G-0334-12 $54 _
CIPQ-02-0077 4/3/02 INFO SY5 & SUPT SVCS, INFO 955 - $71, 435 ! 4/18/2002
MGT & DISSEMIMNATION DEPT, !
DIGITAL DISSEMINATION
DIVISION (SDD)
CIFO-02-0078- Suitland, MO, Office of Naval IP-0132-01 - 04
MR 474402 Intelligence {OMI}), Information |[INTELLIGEWCE SPECIALIST ($110,472.00 - 5/8/2002
Acquisition {OMNI-3) $133, 200.00
Pearl Harbor, HI, Joint
. - IP-0132-01 - 04
CIPOQ-02-0079- Intelligence Center Pacific N
ety 4/4/02 (IICPACY, Directorate of INTELLIGENCE SPECIALIST ggg; 096 - $129, 5/8/2002
Operations (D)

. . ! IP-0132-1 - 4 $110,
CIPO-02-0080- |\ oy  |Suitland, MD, Office of Naval |\ 1p ) joENCE SPECTALIST 472.00 - $138, 5/B/2002
MR Intelligence {OMI} 200.00

me arlington, ¥4, Director of Maval |Administrative Assistant 53-0303-7,8, 9
CIPO-02-0081 4/9/02 Intelligence, DMI Support Staff |[{0A) $31, 397 - 449, 924 04/24/2002

: GG-1301, 1310,
CIPO-0C-0093  |1/14/02 |Washington, DC Metro Area, o, 045 Scientist Positions |1320, 1520, 1550- |INDEFINITE
Mawal Intelligence =7
27
: GG-1301, 1310,
CIPO-0C-0094  |1/14/02 |Washington, DC Metro Area, o, 045 Scientist Positions |1320, 1520, 1550- |INDEFINITE
Maval Intelligence
11,12, 13
GG-0801, 0830,
W ashington, DC Metro Area, - . - 0840, 0850, 0854,
-0OC- :
CIPQ-0C-0095 1/14/02 Maval Intelligence ¥Yarious Engineer Positions 0855, D861, 0571 INDEFINITE
05, 07, 09
GG-0501, 0§30, ;I
AT DTN T Tl 1, PoE UL, TN nedAn NaEn Necd
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Duties and Qualification Requirements paragraphs.

Resume Builder.

l_ l_ |0 Internet

Read the entire announcement carefully paying particular attention to the Who May Apply,

Scroll to the bottom of the announcement and click the button marked Take Me to the
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Requirements: | Compartmented Information.

Drug Testing: The Department of the Mavy is a Drug Free workplace employer.
subject to drug testing prior to emmployment and periodic random testing after
may also be subjected to drug testing based on reascnable suspicion of illega

FPolygraph Examination: Selectee may be required to successfully complete

An offer of emmployment may be rescinded if the selectee fails to report to a
fails the medical/agility/drug test, lacks the certification requirements, or is U
clearance.

Motes: | Selectes will be required to participate in the Department of Defense (D

o
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receive consideration without regard to race, color, religion, sex, national origin,

The Department of Navy is an Equal Employment Opportunity Emplover. All qualified candidates will
marital status, political affiliation, sexual orientation, or any other non-merit factor.

The Department of the Navy provides reasonable accommodation to applicants with disabilities. applicants with
disabilities who believe they require reasonable accommodation should contact the Equal Employment
Opportunity staff at HRSC Northeast (215) 408-5250, DSN: 243-5250 to ensure that the Department of the Nawvy
can consider such requests. The decision to grant an accommodation will be made on a case-by-case basis.
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10. The Resume Builder will open — using scroll bar, move down the page.

/3 Resume Builder - Password Required - Microsoft Internet Explorer
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DEPARTMENT OF THE NAVY
ON-LINE RESUME BUILDER

CIVILIAN
Human
RESOURCES

Welcome to the Department of the MNawy On-line Resume Builder.
Tou may use this builder to create a resume to apply for the Job Announcement
MNumber CIPO-02-0077 - COMFLUTER SFECIALIST, G5-0334-12 $54 955 - $71,438
serviced by NORTHEAST Human Resources Service Center.
X The Department of the MNawy On-line Resume Builder was updated on 1-6-01
and has sewveral new sections. If you are a returning applicant, please review your
resume closely and complete any of the new sections that apply to vou.

Our Resume Builder 15 password protected. Once you create a resume, it will be
saved in our database. You may retrieve and edit your saved resume by accessing
wour password-protected Buillder account. hd|

|&] Dore ER

11. If you have never used the Resume Builder before, you will need to establish an account.
Click on the button marked Click here to create new account. [If you already have an
account, enter your social security number and password in the appropriate blocks. A
screen acknowledging authentication of your SSN and password will be displayed.] Click
on the button marked Click here to continue and the Online Resume Builder will open.

[«-> QR QEIEH B-Sw -2

NEW USERS - CREATE A NEW ACCOUNT HERE Click Here
for New
Account

If you do not have a password-protected user account:
Click here to create a new account |4

LOGIMN HERE (New users must create account first)

If you already have a password-protected user account,
please fill in the blocks below to retrieve wour resume:

Complete SSN &

Your Social Security Number: I—
{no dashes - e.g., 123456789) password for
= previously
Input your builder account password : I— .
NOTE: passwords are case sensitive established account,

Enter SEMN/Password and Click here to login I then click here.

RETRIEVE PASSWORD HERE

Did you forget your password?

Click here to retrieve password I

DELETE YOUR ACCOUNT HERE

Do you wish to be removed from this database?




12.  The create new account page will open. Fill in the blanks and click on the Register button.

Be certain that Social Security Number is correct before registering.

[ s nAeEd S5V 2 =]
W

Navy Online Resume Builder Log In - Account Registration

Please fill in the form below and click on the REGISTER button when finished:

Your Social Security Number:
(no dashes - e.g., 12345678)

Identify a builder account password:
(10 characters maximum length)

Verify your password by re-typing it exactly as
entered above:

Identify a password hint:

If you forget your password, your hint should
serve to remind you. Keep your hint in a safe
place. If you forget your password, we can not
provide it to you without you providing us your

} T

hint.

Enter one valid email address: . B
Email is not mandatory. If you provide a valid Click Here

email address, your password and hint will be When

emailed to you for safekeeping. Complete

13. When your account has been registered, click the button marked Click here to continue.

/3 Resume Builder - User Athenticated - Microsoft Internet E xplorer
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Click here to continue |
B
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14. The Login page will open. Enter your SSN and password under LOGIN HERE and click on
button marked Enter SSN/Password and Click here to login.

|« -2 QN A QLI BHA-SGw -2 _
NEW USERS - CREATE A NEW ACCOUNT HERE

If you do not have a password-protected user account:

Click here to create a new account | #1

Enter
LOGIN HERE (New users must create account firstj] SSN

If you already have a password-protected user account,
please fill in the blocks below to retrieve your resume:

#3
. Your Social Security Number: #2
Click {no dashes - e.g., 123456789} | Enter
Here -
Input your builder account password : Ii
NOTE: passwords are case sensitive < Password

\ Enter 35N/Fassward and Click here to login |

RETRIEVE PASSWORD HERE

Did you forget your password?

Click here to retrieve password |

DELETE YOUR ACCOUNT HERE -

Do you wish to be removed from this database?

15. A screen acknowledging authentication of your SSN and password will be displayed. Click on
the button marked Click here to continue.

/3 Resume Builder - User Athenticated - Microsoft Internet Explorer
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Click here to continue
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16. The Online Resume Builder will open. Read all instructions carefully and scroll down page.

€2 BN AEIBE-&Gw -8

= \.\:‘ .\;\H. Move Down
DEPARTMENT OF THE NAVY Using this
5% ON-LINE RESUME BUILDER Scroll Bar

Privacy Act Information

Equal Employment Opportunity

Sample Resume

o o

RESUME BUILDER INSTRUCTIONS

Please enter your information in the resume builder fields as you would like it to appear in
your resume. Be sure to provide all of the requested information.

There are several required fields on this form. They are illustrated in red, ifalicized text. You

will not be able to submit your resume using this builder if any required information is
missing.

Use the TAB key to move to the next data field or SHIFT-TAB to go back to the previous
field.

Do not use signs and symbols such as % #~ () /=. Use @@ sign only in the designated E-
Mail Address Block.

=
1 | v

17. Complete the form making sure to fill out all required fields (those in red). Do not use signs
and symbols such as % # () / =. Be sure your spelling is correct - there is no spell checker.

3 https: / fwww_resume_hroc_navy_milf/resume_asp/resume3_asp - Microsoft Internet Explorer

J File Edit iew Fawvortes Toaolz Help |
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Mailing Address:
[123 wwall Street
I |
City: INeWYDrk State: INY Zip: I)o-oo-o< = I:-ooo:
Country: {If other than US} |
Phone Numbers
é;ed?g Npu:gﬁ:r Murmber Extension
Contact: {123 j[456 | [7sae [
Work: { 1| | |
DSN: d )l [ |
Examples:
| .S, Numbers: flzzz 3 [533 | [4444 1111 |_ILI
4 3
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18. If you don't know the definition of a Hiring Program Category, click on the program and a
definition will appear (see example below - VEOA). As each section is completed, click on
the button marked Before proceeding, click here to SAVE.

S Qa5 w R _

Veterans:

T'Veterans' Readjustment Appointment andfor 30% or More Disabled Veteran
I Veterans' Employment Opportunity Act Eligible

Others:
Click on

program to
see definition
below.

I Person with Disability
I Qutstanding Scholar
I Current Student

Overseas Applicants Only:
" Overseas Military Spouse Preference Eligible

" Overseas Family Member Preference Eligible
" Overseas Limited Appointment Eligible

None of the Above:

" If none of the above categories apply to you, you may still apply for Department of
the Navy job announcements. Please review the "Who May Apply" section of the job
announcement to determine whether or not you are eligible to apply before

submitting your resume.

Click

here to

Before proceeding, click here to SAVE

il - PERSONAL INFORMATION

HIRING PROGRAM DEFINITION

Veterans' Employment Opportunity Act (VEDA)

You are eligible for this hiring categaory if you meet the definition below:

Preference eligibles or veterans who separated from the Armed Forces under
honorable conditions after substantially completing an initial 3-year term of o
active senvice.

Supporting documentation: DD-214(s) showing length of active duty senice and
type of discharge. Additionally, veterans claiming 10-point veterans' preference
will need an Application for 10-Paint Veteran Preference, SF-1%, and applicable

mamom o moacbim s Al ma e mmbs mm mmbn Al A b s R T A Alebmin s mmea AF T AL AL AL

S
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19. In the Work Experience section, if you are currently holding the position that you have
indicated, the "Employed From" block should reflect the date you were employed into the
position and the "To" block should reflect "Present", not a month and year.

/3 https: Ffwww_resume_hroc_navy.mil/resume_azp/resumel_azp - Microzoft Internet Explorer

J File Edit Miew Favortes Toolz Help |
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Eack Eonward Stop  FRefresh  Home Search Faworites  Higtory b4 ail Frint Edit

JAQdIESS I@ httpz: /A resume. hroc. navy. mil/resume_asp/resume3.asp j & Go |J Links **
IV - WORK EXPERIENCE =l

Enter the following information beginning with your most recent paid or volunteer work
experience. Please list those experiences that are relevant to the kinds of positions you
wish to be considered. There is space to include up to six (6) different positions. |

(1

Employed From: {Format: mm-yyyy) |D1-ZDDD To: (Formal: mm-yyyy or present) |Present
Average Mumber of Hours Worked per Week: W
Position Title: [Electician

If Federal civilian position:

Pay PIan:lWG Series:lZBDS Grade:'T

If promoted in this position, what was the date of the last promotion?
{Format; mm-yyy) |D1-ZDDD

Are you a temporary employee? |N0 'l

Are you on a temporary promotion? |N0 'l

=
4] | >

&1 |_|—§|Q Internet

20. Description of Duties/Accomplishments: Use the ENTER key for line and paragraph
breaks. ***You must Insert a blank line after every 20 typed lines*** Use TAB to jump to
the next field. You are limited to approximately 7700 characters.

< hitps:/ fwww resume_hroc_navy milfresume_asp/resume3._asp - Microsoft Internet Explorer

J File Edit “iew Favoites Toolz Help |
e o= @ [¢] oy | A G S B S W
B ack Eanwand Stop Refresh Home Search Favorites  History [ZET Frint Edit
JAerBSS I@ https: A v resurne. hroc.navy. mil resume_aspdresumel. asp ;I f?Go |J Links **
=1
Agency or Company Name: |Ph|lade|ph|a MNawal Shipyard
Mailing Address: I‘I 23 Wwahoo Circle, Fhiladelphia. FA 19106
Supervisor Name: |Mary Johnson Phone Number: |(123) 456-7830
May we contact this supervisor? Yes/iMo |Yes *l
—
Description of DutiesfAccomplishments: (Please use the ENTER key for line and
paragraph breaks. Ingserd a blank line affer eveny 20 fyped lines. Use TAB {o jump fo the next
figld. You are limited fo approximately 7700 characiers.)
Perform wvariou=s tasks necessary to fabricate, assemble, install, =
owverhaul, test, troubleshoot, and complete final operational check-out
of electrical motors and equipment, electrical harnesses, Jjunction bhox
assemblies, panel assemblie=, relays, electrical systems=. Responsible ;l
(2)
Employed From: [Format mim-ynyey |12-1998 To: (Format mm-ywhyy |12-1999|
Average Mumber of Hours YWorked per Week: |4U
Position Title: [Computer Specialist _l;l
1| | I»

|@ I_Ele Internet
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21. Additional Data Sheet questions appear in red and must be completed before the resume
can be submitted.

“J https: / fwww.resume. hroc_navy_mil/resume_asp/resume3.asp - Microsoft Internet Explorer

J File Edit “iew Favortes Toolz Help |

= s D | A G P | & W
Back Fanwand Stop Refresh  Home Search Favorites  History kA il Print Edit
JAerBSS I@ hittps: A, resume. hroc. nawy. mil/resume_asp/resume3. asp j & Go |J Links **

=
Vif - ADDITIONAL DATA SHEET

Your responses to the following questions, along with the information provided in your
resume, will determine whether you are referred for vacant positions.

1. Are you a United States citizen? Yes/No |Yes 'I

2. Please indicate if you are interested and available for any of the following types of
positions:

" Part Time

[~ Temporary {positions lasting less than 1 year)

[ Term {positions lasting 1 year or more, but less than 4 years)

" Shift Work S|

[ Intermittent {on-call)

¥ Mot interestediavailable in any of the above types of positions

3. How many days per month would you be available for work-related travel?

&1 l_Elc Internet
22. Convert Demonstration Project pay plans and grades to their General Schedule
equivalent.
3 https:/ fwww_resume._hroc_navy. mil/resume_asp/fresume3._asp - Microsoft Internet Explorer
J File Edit “iew Fawoites Tools  Help |
@ . @ [ o QA SR Sg v
Back Fanward Stop  Refresh  Home Search Favontez  Histar td ail Frint it
JAgdress I@ httpa: / vy, resume. hrac. navy. milfresume_aspresumed.asp j ﬁGD |J Links **
[
5. What is the jowest Federal civilian pay plan and grade you will accept? Please
check http:ifnanw. opm.goviocalpayratesiindex.htm to view Federal pay rates.
Convert Demonstration Project pay plans and grades to their General Schedule
equivalent. Please click here to view a Demonstration Project Pay Plan Conversion
Chart.
Pay Plan: |55 7| Grade: |12 'l
6. What is the lowest salary that you will accept? Convert hourly wages to an annual
salary. {Annual salary = hourly wage x 2087).
$|55 ,000.00
7. If you are a currentiformer Federal civilian employee, what isiwas the highest pay _l
plan and grade you held on a permanent basis? Convert Demonstration Project pay
plans and grades to their General Schedule equivalent. Please click here to view a
Demonstration Project Pay Plan Conversion Chart.
: Pav Plan: (G5 =] irada: [17 =] I_ILI
4 4

&1 [ 2 [ Intemet
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23. Upon completing the resume, it can be saved, previewed and printed by clicking on the
button marked Preview. [f submitting the resume, be sure to click the button marked
Submit. If you wish to save the resume but not submit it, click on Exit.

[&-5 DHM QG & G- 2 =
"'l am applying for an announcement in a geographic area other than the ones =
listed above

BACKGROUND SURVEY - (Answers (o the following
questions are strictly voluntary.)

A. Racel/Ethnic Status:

| =

B. Sex:

-

Click to
Preview
and Print

Click to
‘ To SAVE, PREVIEW, andior PRINT your resume, click here: ‘ PREVIEWY | Submit
) i L
To SUBMIT your resume, click here: SUBKMIT |
‘ To SAVE your resume and EXIT without submitting, click here: ‘ E><IT|
‘ To EXIT without saving or submitting wour resume, click here: ‘ CANCEL |

-
< | ¥

24. When the SUBMIT button is clicked, the following is displayed.

<3 Submit - Microzoft Internet Explorer

J File Edit “iew Fawortes Toolz Help |
J@-»-@@S QA @ B3 B g w o
Back Earmvard Stop Refresh  Home Search Favorites  History 4 ail Print Edit
JAgdress I@ https: A resume. hroc.nawy. mil/resume_asp/display3. asp ;I @Go |J Links **
=
Your data has been saved.
Click SUBMIT to transmit your Resume to the Human Resources Service Center
NORTHEAST or click CONTINUE to return to the Resume Builder.
. SUBMIT COMTINUE
Click
Here to
Submit
[-]

|&] Done l_ Elc Internst
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25. A notification of transmission will be displayed and an email confirmation will be sent to
the email address entered in the Resume Builder. Complete the process by clicking on
BACK to HOME PAGE. Allow 2-3 workdays for the resume to become active in the
Northeast Region’s inventory database.

/2 Submit - Microsoft Internet Explorer

J File Edit Miew Favortes Toolz Help |

J S S | A Ga @ | B W

Back Earwand Stop Refresh  Home Search Favorites  History b ail Print Exlit

JAgdress I@ https: /v resume. hroc. navy. mil/resume_aszp/ submit3. asp j @Go |J Links **
e DEPARTMENT OF THE NAVY -l
Chs! ON-LINE RESUME BUILDER

CIvILIAN
Human
REsOURCES

Resume Transmission Notification

Your resume has been SENT to the Human Resources Service Center, NORTHEAST for

consideration for positions filled under job announcement CIFO-02-0077, GG-0334-12 $54 955 -
$714358 COMPUTER SPECIALIST.

Mo further action is reguired on your part to receive consideration for this job announcement, unless
yoll are contacted and requested to provide additional information.

A courtesy copy of your resume will be sent to { — lwithin the next
couple of minutes when it is RECEIWED at the Human Resources Semce Center, NORTHEAST.

B BACK to HOME PAGE

Click here to
return to
Home Page

|@ Done
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USING APPLICATION EXPRESS

Once your resume has been submitted and is active in the Northeast Region’s database,
additional job announcement numbers may be added by using Application Express. Note:
Do not use Application Express unless you have an active resume on file with our office.
Allow 48 hours for processing after the resume has been submitted.

Log on the internet and type http://www.donhr.navy.mil. It will automatically open to the
Department of Navy Human Resources (DONHR) homepage. Navigate to the Job
Opportunities tab and click. Click on Jobs, Jobs, Jobs, then on Click Here to Continue.
Select Northeast Region from the map and wait for the job listing to open. Navigate to the
job announcement you wish to add to your resume and scroll to the bottom just as was
done for the Resume Builder. Click on the button marked Application Express.

Pre- | Selectees may be required to obtain a security clearance, and meet all certification requirements {(depending

employment|on the position to be filled) prior to appointment, Some positions may require successful completion of a
Requirements: physical exarination, aqility test, pre-employrment drug test, and/or participation in the Anthrax vaccine
imrnunization program if applying for an emergency essential position. Selectees required to meet one or
more of these employment conditions before appointment will receive a tentative offer of employment. An
offer of employment may be rescinded if the selectee fails to report to any of the scheduled appointments,
fails the medical/agility/drug test, lacks the certification requiremnents, or is unable to obtain a security
clearance. Incumbents of drug testing designated positions will be subject to random testing. Drug test results
will be provided to the employing activity/command.

Take Me to the Resume Builder Click here for

Application
Express

Application Express

The Department of Navy is an Equal Employment Opportunity Employer. All qualified candidates will
receive consideration without regard to race, color, religion, sex, national origin, age, disability,
marital status, political affiliation, sexual orientation, or any other non-merit factor.

The Department of the Navy provides reasonable accommodation to applicants with disabilities. Applicants with
disabilities who believe they require reasonable accommodation should contact the Equal Employment
Opportunity staff at HRSC Northeast {215) 408-5250, DSN: 243-5250 to ensure that the Department of the Navy
can consider such requests, The decision to grant an accommodation will be made on a case-by-case basis.

|&] Dore l_ l_ | Intemet
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3. Once the Application Express page is displayed, click on the down arrow on the box
next to the question: “l have a current up-to-date resume on file with the Human
Resources Service Center Northeast and wish to use that to apply for this
announcement? Select “Yes”. Click on the button marked Submit.

3 https:/ /www_resume_hroc_navy_mil/resume_asp/appexp.asp - Microsoft Internet Explorer

J File Edit “iew Favortes Tools  Help |

ST S < BT I B (> B~ I B NES DR R A
Back Farard Stop  Refresh  Home Search Favortes  History tail Print Edit
JAQIdress I@ hittps: v resume. hroc. navy. mil resume_aspd appesp.asp j @Go |J Links >
HE N.-\[-;. -
&e‘J‘L x *
i DEPARTMENT OF THE NAVY
B APPLICATION EXPRESS
= CIVILIAN
6% Human

RESOURCES

Application Express enables you to use the most recent, current resume you have on file
with a Department of the Navy Human Resources Service Center to apply for other job
announcements issued by that Center. Applying for a job using Application Express is
easy. Start by answering Yes or No to the following statement:

| have a current up-to-date resume on file with the Human Resources Service Center

NORTHEAST and wish to use that to apply for this announcement? | "l
T #1 Click Here

and Select
HYes"

#2 Click to
Submit

emith To Job Opporunity Announcerment | Ll

|&] Dore |_|ng Intermet

4. When the Application Express page opens, complete all requested information making sure
the ones in red are complete. Be certain your Social Security Number is entered correctly - this is
very important. When finished, click on the button marked Submit My Application Express.

|- - D[a QS B G w -
= *x
‘:‘, * CIVILIAN
[ Human

RESOURCES

Please complete the following information and press the Submit button provided at the bottom of this page. Your on-file
resume will then be placed into this job opportunity announcement for consideration.

First Name: |

Middle Initial: I_
:l #1 Complete

Last Name (requiredy; | Information

Social Secidty Member (required; no dashes): I

Job Announcement Number: CAR-02-0009
Position Title: COMPUTER ENGINEER

Pay Plan/Series/Grade: GS-0854-13

Area Code Hamber Erkizion

Contact Phone Number (required): I I
Provida DEM IT 3pplicable

# 2 Click
Here to
Submit

E-Mail Address: I
Iy w0 b [ 1D fecs e 3 COyOTyONT Application Bpress, plate easn e Hatte Soe E-malladdness b cormect.

Submit My Application Express

Dbk the Sabm fEbation once . P lare waltwlk we corbettie Haman Resot ioes Semk Cerier NORTHESST 100 rbirgon | nbmation .

Cancel and Return to the Job Opportunity Search Results Page |




5. This Application Express Notification will display if you do not have a current resume on

file as was indicated earlier. Click on Take Me to Resume Builder in order to create a
new resume.

3 https://www_resume_hroc_navy mil/resume_asp/appexpzubmit]_azp - Microzoft Internet Explorer

J File Edit Miew Favortes Toolz Help

|
s @ [ A A G 8B g W
Back Eanwand Stop Refresh  Home Search Favorites  History b ail Print Exlit
JAgdress I@ https: /v resume. hroc. navy. milresume_azp/ appespsubmit].asp j @Go |J Links **
5 VY 3
=
5% APPLICATION EXPRESS
e CiviLian
o Human

RESOURCES

Application Express Notification

There was a problem processing your Application Express. The following describes the problem
encountered:

You do not have a current resume on file at this Human Resources Service Center. Please
click on Take Me to the Resume Builder if you wish to submit a resume for this

announcement. Thank you for your interest in employment with the Department of the
Navy. Good luck in your job search.

J//Click here, if
Take Me To The Resume Builder

you do not have
a current
Take Me To The DONHR Homepage | resume on file.

l_lgle Intermst

|@ Daone
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6. This Application Express Notification will display if you do have a current resume on file
as indicated.

7. A copy of your Application Express information will be emailed to the address you
provided.

8. Either close the browser or return to the DONHR homepage by clicking on the button
marked Take Me To The DONHR Homepage.

3 https:/fwww_resume_hroc_navy_mil/resume_asp/appexpsubmit]_asp - Microsoft Internet Explorer

J File  Edit “iew Favortes Toolz Help |

= 8 D 7y | By G €8 | B3 4
Back Eanwand Stop Fefresh  Home Search Favortes  Historp b ail Print Edit
JAQdIESS I@ hittps: /A resume. hroc.navy. mil/rezume_azp/ appexpsubmit]. azp LI @ Go |J Links **
Y =
P x CIvILIAN

Lo Husan
3
RESOURCES

Application Express Notification
Thank you for using the Department of the Navy Application Express.

Your request to use your current resume on file at the Human Resources Service Center
NORTHEAST to apply for PNS-01-0257, ELECTRICIAN, WG-2805-10 has been SENT to the
Human Resources Service Center, NORTHEAST for consideration for this
announcement.

You have enteredl'uvn'urn'n:n'p'pﬂrrglgrrmcmrnh on the E-mail address field. A
courtesy copy of your Application Express will be sent to this E-malil address within the
next couple of minutes when it is RECEINED at the Human Resources Service Center
NORTHEAST.

Click Here
to return to
DONHR

homepage

Take hMe To Job Opporunities Search Page

Take Me To The DOMHRE Homepage |

|@ Done
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PRINTING A HARD COPY OF YOUR RESUME

1. To print a hard copy of your resume, from the last page of the Resume Builder click
on the button marked Preview.

[ QEN QG S G2 =
"'l am applying for an announcement in a geographic area other than the ones =
listed above

BACKGROUND SURVEY - (Answers (o the following
questions are strictly voluntary.)

A. RacelEthnic Status:

=

B. Sex:

-

‘ To SAVE, PREVIEW, and/or PRINT your resume, click here:

‘ To SUBMIT your resume, click here:

‘ To SAVE your resume and EXIT without submitting, click here: ‘ E><IT|
‘ To EXIT without saving or submitting wour resume, click here: ‘ CANCEL |
< |LIZ‘
2. A copy of your resume will be displayed. In the Brower's top menu bar, click on File.
3. Click on Print to produce a hard copy of the resume.

/3 Preview - Microsoft Internet Explorer

J File _Edit View Favortes Tools Help |

N v =g >
e Q @ B B &8 4 LA
EdD.Bn--- C] k Search Favarites Histaory b il Size Prirt Edit
i Edlt ick on
l Glave [+ Fil \‘.asp j ﬁﬁo
[T Saveds. e =
Page Setup...
Frint. .- Chil+F
F'rintFEgiNN .
o R m Click Here
Impart and Export... 0 to Print -
Properties 55550573
wiork Offline
LCloze
EXPERIENCE 1:

09-1997 to present, 40 hours per weel, Budget Assistant, G3-561-07, Temp orary Employee Mo, Temporary
Promotion Mo, Financial Rescurce Mgmt Dept; Maval Submanne Base Bangor, Timber Welf, 555-2222

Duties and Accomplishments: Maintam budget unique files, including reports, fund authonzations and
cotrespondence. Prepare fund authorization changes utilizing Excel, Budget Optar, Starlan and Stars-FL
programs. Assist in the development and maintenance of statistical and budget cost systems, mcluding historical
costs. Independently gather data and produce statistical graphs and charts for briefs by higher
authority. Gather monthly obligation data from Starlan as required. IMaintain command unfunded list. Maintain a
comprehensive worle unit program by collecting worle units to be used in various budget submmssion and reports.
Develop spreadsheets/financial reports as required utiizing Microsofi Omce programs. Assist in the preparation
of budget and apporfionment exhibits and associated budgetary data. Compile budgetary data in recurnng -
Al | _>|_I

Editz thiz page.
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4. Printer information will be displayed — click on OK and resume will print

/] Preview - Microsoft Internet Explorer

J Fle Edit Miew Favortes Tools Help |

I S A la @ @B a 9 w7

Bac Print 2x| oy b ail Size Print Edit
Address i G
ﬂ — Printer J @ °

Mame: WWPAFS 100N directar_sps j Broperties | —

Status: Ready
Type: HF Lazerlet 4000 Sernes PCL B
Where:  pacd000-2

Comrmert: ™ Print to file |
— Print range Copies
&l MNumber of copies: 1 —

" Pages from: I'I to; I1
€] Gelection @ [ Caollate
Temporary Employee o, Temporary

— Prinit frame: Bangor; Timber Wolf, 555-2222
{71 s aid ot o sereen
1 Wl e selEnted frame Click Here d authorizations and

tar, Starlan and Stars-FL

cost systems, including historical

&) 4 frames indiiduslly

o : ' bz for briefs by higher
I”" Print all inked dacuments [ Print table of ||nks/ e
0K, | Cancel | various budget submussion and reports.
hee programs. Assist in the preparation
of budget and apportionment exhibits and associated budgetary data. Compile budgetary data in recurring -
4] | LlJ

|@ Done l_ E | Intemet

/J Preview - Microzoft Internet Explorer
J File Edit “iew Favortes Toolz Help |
5 =g 3
« .+ @ Al @ @ BB ® g w
Back Fanward Stop Refresh Home Search Favarites Histany il Size Frint Edit
J Address I@ hittps: vy resume. hroe. nawy. mil/resume_aspddisplay3. asp j @ Go

-

TWylie Coyote
S5 666556666

3787 Cavern Place W
TWasteland WA 98370 L

Contact Phone: (3600555-5923

EXFERIENCE 1:
09-1997 to present;, 40 hours per week, Budget Assistant, 33-561-07, Temporary Employee Mo, Temp orary
Promotion Mo, Financial Eescurce WMgmt Dept, HMaval Submarine Base Bangor;, Timber "Welf) 555-2222

Duties and Accomplshments: Mantan budget unique files, including reports, find authonizations and

correspondence. Prepare fund authorization changes utihzing Excel, Budget Optar, Starlan and Stars-FL

programs. Assist in the development and maintenance of statistical and budget cost systems, including historical

costs. Independently gather data and produce statistical graphs and charts for briefs by higher

authority. Gather monthly obligation data from Statlan as required. Maintam command unfinded lst. Wamtan a

comprehensive work unt program by collecting work untts to be used i various budget submission and reports.

Develop spreadshects/financial reports as required utthang Microsofi Ornce programs. Assist in the preparation

of budget and apportionment exhibits and associated budgetary data. Compile budgetary data in recurning -
o™

4

|&] Dare ’_ E |4 Intemet
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