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

1. Double click the icon displayed on the computer’s desktop to open the web browser.  It will automatically open to the DONHR homepage.
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From the DONHR homepage (Civilian Human Resources), click on the blue tab marked JOB OPPORTUNITIES.
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APPLYING FOR DEPARTMENT OF THE NAVY CIVILIAN POSITIONS .. A 3-
STEP PROCESS

‘The Department of the Navy has eight Human Resources Service Centers located worldwide. Each Center
recruits individuals to il Navy and Marine Carps civiian posilions occurting in its seniced area. E-mail and
mailing addresses for the Centers are found in our Hurnan Resources Service Center Contact List

Applying for civilian positions at any one ofthese Centers is easy..just follow the steps below:
STEP 1 - CONDUCT A JOB SEARCH

Ourjab opporunity announcements are listed under Jobs, Jobs, Jobs. You can search for job opportunities
by position fitle, by all open positions, or by geographic regions covered by each of our Human Resources
Service Centers. Check back often as job opportunity announcements are updated daily.

Ifyou are unable o access our Joh Announcements under Jobs, Jobs, Jobs it may be due to a temporary
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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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After reading all the instructions, click on the link located on the left side of the page marked JOBS, JOBS, JOBS.

4. Click on Click Here To Continue
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‘The vacancy 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 cantain information that will assist you when applying for positions

Please cantact the corresponding Human Resources Service Center directly if you have questions pertaining to a particular
annauncement. Cantact information far can be faund when viewing the full announcement.

Click on any column header ta redefine the sort of the listing

search by Position Title Download our JOB KIT

* Free Adobe Acrobat Reader required 1o view

nnouncement ate Pay Plan
Number e
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T Resume and Additional Data Shest as described In the Job KIt
Required:

Knowledge,
and Refer to EVALUATION METHOD.
Abilities:

Special | Because we are now using an inventory to fill positions, the special requirements and provisions of a particular
Requirements: | position will be made known at the time of selection. Salectee will be required to participate in Direct
Deposit/Electranic Fund Transfer (DD/EFT) as a condition of emplayment. Other examples include drug tests;
physical examinations; relocation sxpenses; security clearance; travel to CONUS and/or OCONUS; and
prabatianary periads. This is not a complets lst

Take Me to the Resume Builder
Application Express

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

Notes: | None

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 Pacific (808) 474-4224 ext. 239, DSN (OCONUS): 474-

4224 ext. 239 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.
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5. On the map, click on Hawaii for Southeast Region listings.  For other geographic locations, click on the appropriate area.
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Welcome to the Department of the Navy Orine Resume Bilder
You may use this builder to creats a resume to apply for the Job Announcement
Number PAC8862, ARCRAFT SERVICER, WGASIETC -8862-VARIOUS serviced
by PACIFIC Human Resources Service Center

NeW. . Department of 1o Navy On-line Resume Biilder was updated on 1-6.01
and has several new sections. f you are a returning applicant, please review your
resume closely and complets any of the new sections that apply fo you

Our Resume Builder is password protected. Once you create a resume, itwill be
saved in our database. You may retrieve and edityour saved resume by accessing
your password-protected Builder account =

Do 3 (@ et
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If you do not have a password-protected user account:

Click here to create anew account |

LOGIN HERE (New users must create account first)

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

Your Social Security Number:
(no dashes - e.g., 123456789)

Input your builder account password : —

NOTE: passwords are case sensitive

Enter S5N/Password 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?





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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Navy Online Resume Builder Log In - Account Registration

Please fill in the form helow and click on the REGISTER hutton 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
hint.

Enter one valid email address:
Emall is not mandatory. If you provide a valid
email address, your password and hint will be
emailed to you for safekeeping.

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

[image: image12.png]- - CBiAlLeJe 1)

bo

LHE Nap)

Y DEPARTMENT OF THE NAVY
ON-LINE RESUME BUILDER

>
A

ARTAEY
x X ¥

CiLiaN
Huvan
RESOURCES

o

Privacy Act Information

Equal Employment Opportunity

Sample Resume

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, italicized 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.
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FOIMS |, rosume and Additional Data Shest as described in the Job Kit,
Required:

Knowledge, | 1. Working knowledge of complex shipboard systems, related operating theories, functions and relationships
nd of integrated components, test procedures and shipyard functions and procedures. 2. Knowledge of electrical

‘Abilities: | and mechanical testing on propulsion equipment. 3. Ability to perform Marine Machinery Mechanic, Pipsfitter,
Electrician and/or Electranic Mechanic journeyman level duties and functions. 4. Ability to prepare written test
procedure supplements and/or instruction.

Shedial | qcceq 10 *OTHER PERTINENT INFORMATION",

REFER TO "OTHER PERTINENT INFORMATION"

Take Me to the Resume Builder
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 o
marital status, political affiliation, sexual orientation, or any ather 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 Pacific (808) 474-4224 ext. 239, DSN (OCONUS): 474-

4224 ext. 239 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.
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8. Read the entire announcement carefully paying particular attention to the Area of Consideration and Who May Apply paragraphs.
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Veterans:

I™ Veterans' Readjustment Appointment andior 30% or More Disabled Veteran
™ Veterans' Employment Opportunity Act Eligible

Others:

™ Person with Disability
™ Outstanding Scholar
™ Current Student

Overseas Applicants Only:
I Overseas Military Spouse Preference Eligible

I” 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.

Before proceeding click here to SAVE

1l - PERSONAL INFORMATION
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BACKGROUND SURVEY - (Answers fo the following
questions are strictly voluntary.)

A. RaceiEthnic Status:

B.Sex:
To SAVE, PREVIEW, andior PRINT your resume, click here: PREVIEW,
To SUBMIT your resume, click here: SUBMIT
To SAVE your resume and EXIT without submitting, click here: ExT

To EXIT without saving or submitting your resume, click here: CANCEL




Scroll to the bottom of the announcement and click the button marked Take Me to the Resume Builder.
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Your data has been saved.
Click SUBMIT to transmit your Resume to the Human Resources Service Center PACIFIC
or click CONTINUE to return to the Resume Builder.
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The Resume Builder will open – using scroll bar, move down the page.
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Resume Transmission Notification

Thank you for using the Department of the Navy Resume Biilder. Your resumne has been SENT to
the Hurnan Resources Service Center, PACIFIC for consideration for this job announcement

You have entered Barry_James@pac hroc navy.mil in the email address field. A courtesy copy of
your resume will be sentto this address within the next couple of minutes when it is RECEIVED at
the Human Resources Service Center, PACIFIC

You may be able to use the resume you just submitted to apply for other announcernents issued by
the Human Resources Senvice Center, PACIFIC using the "Application Express" process. Check
the "How to Apply" section of the annolincernert to deterrine which announcements allow you to re-
use your resume using "Application Express" and for specific instructions on how'to do so.

B BACK to HOME PAGE





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..
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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:

I have a current up-to-date resume on file with the Human Resources Service Center
PACIFIC and wish to use that to apply for this announcement? | ves |

Submit

Return Ta Job Opportunity Annauncement |

Do 3 (@ et
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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
announcement for consideration.

First Name:

Middle Initial: [

Last Name (required):

Social Security Number {required; no dashes): | |
Job Announcement Nurmber: PAC0083

Position Title: POLICE OFFICER

Pay Plan/SeriesiGrade: GS-0083-VARIOUS

Contact Phone Number (required): Aacods T
Frovide DBNf spplicable

this job opportunity

Edansion

E-Mail Address: [

1fyou would lie o raceive a capy of your Application Exprés, plassa ensure hat the above E.mail s

dres s soec,

Subrrit My Application Express

Gty licthe Submit bution once. Please walt while we contactthe Human Resources Sanice Cer

Cancel and Return to the Job Opportunity Search Resul

nter PACIFIC to veriy yout nformation

Its Page





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.
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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
PACIFIC to apply for PAC0083, POLICE OFFICER, GS-0083-VARIOUS has been SENT to
the Human Resources Service Center, PACIFIC for consideration for this announcement.
You have entered barry_james@pac.hroc.navy.mil on the E-mail address field. A courtesy
copy of your Application Express will be sent to this E-mail address within the next couple
of minutes when it is RECEIVED at the Human Resources Service Center, PACIFIC.

Take Me To Job Opportunities Search Page |

Take Me Ta The DONHR Homepage |
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Wylie Coyote
SSI. 666556666

3787 Cavern Place NW
Wasteland WA 98370

Contact Phone: (360)555-5923

EXPERIENCE 1:
09-1997 to present; 40 hours per week, Budget Assistant, GS-561-07, Temporary Employee No, Temporary.
Promotion No, Financial Resource Mgmt Dept, Naval Submarine Base Bangor, Timber Wolf, 555-2222

Duties and Accomplishments: Maintain budget unique files, including reports, fund anthorizations and
correspondence. Prepare find authorization changes utiizing Exxcel, 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 Starlan as required. Maintain command unfnded fist. Maintain a
comprehensive work unit program by collecting work units to be sed in various budget submission and reports.
Develop spreadsheetsffinancial reports as required utiizing Microsofi Omee programs. Assist i the preparation
of budget and apportionment exhibits and associated budgetary data. Compile budgetary data in recurring

&0 B [® ieet
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09-1997 to present; 40 hours per week, Budget Assistant, GS-561-07, Temporary Employee No, Temporary.
Promotion No, Financial Resource Mgmt Dept, Naval Submarine Base Bangor, Timber Wolf, 555-2222

Duties and Accomplishments: Maintain budget unique files, including reports, fund anthorizations and
correspondence. Prepare find authorization changes utiizing Exxcel, 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 Starlan as required. Maintain command unfnded fist. Maintain a
comprehensive work unit program by collecting work units to be sed in various budget submission and reports.
Develop spreadsheetsffinancial reports as required utiizing Microsofi Omee programs. Assist i the preparation
of budget and apportionment exhibits and associated budgetary data. Compile budgetary data in recurring

Ell
Edits tis page.




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

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


16. The Online Resume Builder will open.  Read all instructions carefully and scroll down page.



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. As each section is completed, click on the button marked Before proceeding, click here to SAVE.
18. Upon completing the resume, it can be saved, previewed and printed by clicking on the button marked Preview.  If 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.



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


20.
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. 

 

USING APPLICATION EXPRESS

1. Once your resume has been submitted and is active in the Southeast 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. 

2. Click on the Internet Explorer icon on the computer’s desktop and open the browser to the DONHR homepage as was done for the Online Resume Builder.  Navigate to the Job Opportunities tab and click.  Click on Jobs, Jobs, Jobs, then on Click Here to Continue.  Select Southeast 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.

.


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


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. 


5. The Application Express Notification will display.


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

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


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.

2. A copy of your resume will be displayed.  In the browser’s top menu bar, click on File.

3. Click on Print to produce a hard copy of the resume.

4. Printer information will be displayed – click on OK and resume will print.                                                                 


Click Here





Click


Here





Click Here





Click Here





To sort by Position Title, Click Here





To Sort by Announcement Number, Click Here





Click here to display job announcement





Click Here for Resume Builder





Scroll Down  Using This Scroll Bar





Click Here for New Account





Click Here When Complete





Click Here





#1 Enter SSN





Move Down Using this Scroll Bar





Click Here to Save





#2


Enter Password





#3


Click Here





Click Here





Click to Submit





Click Here to Submit





Click here to Return to Home Page





Click Here





#1 Click Here and Select “Yes”





#2 Click Here





#2  Click to Submit





#1  Fill in information











Click Here to return to DONHR home page





Click to Preview and Print





Click Here











Click Here 
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