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WHY USE THE DEPARTMENT OF THE NAVY'SON-LINE
RESUME BUILDER?

. Fast processing of resumes: When you click on the "Submit" button your resume is
sent to the HRSC within minutes and normally will be processed within two
business days. Resumes sent viae-mail or U.S. mail may take seven to ten business
daysto process. Applicants cannot be considered until their resumes are
successfully processed.

. Proper formatting: The Resume Builder will properly format your resume and will
saveit for you for later use.

. Most current Additional Data Sheet: Y ou never have to worry about having the
most current Additional Data Sheet (ADS) because the ADS questions are included in
the Builder. Y our resume can never be rejected for having an out-of-date ADS. In
addition, your resume will never be rejected for not answering all the ADS questions
because the Builder will not let you submit your resume unless all the ADS questions
are answered.

. Nodatainput errors: Operator datainput errors will not occur as the Builder
automatically "flows" your resume and ADS answers into our electronic resume
database.

. Courtesy Copy: If you include your e-mail address at the appropriate prompt, the
Builder will send you a copy of your resume for your files.

. Immediate Confirmation: Y ou receive an immediate confirmation of resume

transmission.

. Security: Your persona information is safe and secure in the Builder. Itis
password-protected and encrypted.

. Elexibility: Once you have created your own password protected Resume Builder
User Account, you may use that account to submit resumes for positions serviced by
one, severa, or al of the Department of the Navy's Human Resourse Service Centers
(HRSCs).

. Application Express: At the present time, many of the Navy's HRSCs (including
the HRSC-SW) allow applicants to have only one active resume on file. Application
Express was created to give applicants a fast and easy way to be eligible for
consideration for multiple positions at HRSCs that allow only one active resume on
fileat atime.




ON-LINE RESUME BUILDER TIPS

Describe your experience with specific words and phrases rather than vague
descriptions. For example, rather than using "communicates orally and in writing", it
is better to use "writes complex technical documents and reports; prepares policy
statements; develops and presents power point briefings to large groups.”

Use jargon and acronyms specific to your industry, but also spell it out at least once
for readers unfamiliar with the terms.

Y ou can have more than one paragraph for each experience block, but keep
paragraphs short by entering a carriage return (blank line) after at least every 20 lines.

Don't use signsand symbolssuchas % #* () / =.

Y ou can "cut and paste" from word processing packages, e.g., Microsoft Word or
WordPerfect, into the experience blocks on the Resume Builder.



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

Go to www.donhr.navy.mil. It will take you to the Department of the Navy's 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 "How To Apply" instructions, click on the link located on the left side
of the page marked Jobs, Jobs, Jobs.

j Depalment of Havp Haman Aesouices - Miciozofl Infemed Explose

Fie Edt ieW  Faewiss Took Heln [ v |

§.% @ O 0@ @A 3o 9 om

Blnh = Erape Hd’r\e-oh Gw\ch I-'uu,pll:a-a Hlnboq : | Eize =] Edi
I'dciws-r_'l fit-{ s ol iva ol Aok el L asg _ﬂ G
.‘\l.l A Mhriesday, Moviimber 0L, 2001 &
;:__" » *. & HOWE | Walzarae ta DOHHE | HR LIBRARY | ER:EHEC EEAVICE | MR SERW CONTERS
5 _ _
L = =
R ® O
}:'.- L)
B L PANATT AN )
How To Apply
g Applying fo

APPLYING FOR DEPARTMENT OF THE MAYWY CIVILIAN POSITIONS ., A 3-
ETEP PROCESE

Postichns

Tha Cepariment o iha Mavy has gighl Human Resources Senics Gantars incatad worldwide. Each Gentar
B RasuE Byildar recnils ndidduals b il Mavw and Karng Coms civilidn postions ocduringin s senviced area. E-rmail and
mailing addres=es for the Sarders are found in our Human Resources Seeace Cemler Conksct Lis)
T
ApnivnE far chdlian paosiions & any one of Mesa Ganters 15 8a6y. st oo the sleps below
B Praponng Rssumes
STEP 1 - COMDUCT A JOB SEARCH
B Sample fesume
dut kb apparunib announcerients gre sted under Joba Jois, Jofs You can saanch for jon oppomuniiies
B Corgsrt List by posilion hie, by all opan posdans, or iy qeogqraphic reqions covered by amch of our Human Resources
Serace Centers Ehack pack offen 85 100 oppofunty announcarmants sre updatad dall.

M Job Kite
|r'|'|l-J are unal:lIE' ] 3¢bE'3EF I:IlJr -J:ll‘ Pﬂnl.ll.ll'lr.arl )= LII'IJE'I ullltl? -J':ll:lg -\JGECIB i'll"l'lal, DB L‘“B I:I EI lerrparasy _ﬂ
3 - B R |_ & e
st | Sl vt nm  |[E70eparment of Havy | B Hiciee i | m

4



4, Click on Click Here To Continue

=3 Maotioe to Applicost - Microsolt Intermet Explotes

| B Ece Vies Fassls Lo Help

- s T - TR U R T -

Back Foammd Stog | Asfesh  Home | Sewch  Favodssr Aoy Ml Sie P Bl
__-'@?HIEI Rl fevwen dnhi naey mib oo ratce.nm _"'i ._r:_'ﬁﬂ
__1
MNOTICE TO APPLICANT

Yon are being redirected to another site. In the event that you get an error message advising you
that the page canmoet be viewed b may be due to o tempornry rowter problem or 3 problomn with
your Imternet S ervice Pruvliu o, AOL, MSN, Netzero, etc.). Please iry again in a Few mminwtes.
If you sre still unaljs e :i'te. comtuct vour Internet Service Provider and ask them to
51 table with the Following address:

wuryr.resune.Jrd

Thank you For youy 1 in empleyment with the Department of the Navy.

Click Here To Continue
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5. On the map, click on Southern California for Southwest Region listings. To view job listings
for other geographic locations, click on the appropriate area.
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6. When the job listing is displayed, it can be sorted by any of the column headings (e.qg.,
Announcement Number, Position Title or Location). For example, to sort by position
title, click the heading marked Position Title.
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7. Locate the vacancy in which you are interested and click on the position title. This opens
the job announcement.
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8. Read the entire announcement carefully paying particular attention to the Area of
Consideration and Who May Apply sections to make sure you are eligible to apply.



10.

Scroll to the bottom of the announcement and click the button marked Take Me to the
Resume Builder.
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The Resume Builder will open; use the scroll bar to move down the page.

n Euirler - Pagzsg

e e

Mﬂ Irpu.-m u—smﬂm:mq rJ.'urmu'rt ba: m

AT

(ks w5 bl & Wik W2 2] Wtk

JUE N,
e

¥

DEPARTMENT OF THE NAVY
ON-LINE RESUME BUILDER

Il.ln"nl'l” 'l'.-
w4

% -|\.

Wislodme 1o the Depatmment of e ey Creine Fiesume Buaikler
o e e e e i creale & restnne o apak for ha Job Anneuncament Mumber 205, ELECTRICIAN, Py
JEIEMLETIFLE GRADES sericed b SOUTHWEST Himen Resounes Service Canter

The Departroert of the: Maw On-Ire Rasume Builderwas updated on1-6-01 end has severd new sactions. F
youare 3 riuming appRcant, pleese et avwewur resurme ety and completecams of the nav sscians that spphy [
¥

Cur Feestane Bluildar i passivord profactad. Grice vl tredte @ rasure, £ wil be ssvedin dur datebass. You fay
retriene B el your Seved-fesUme byt acesaing your pesssonck pratected Builder accoont.

Scroll down
using this
scroll bar




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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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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Navy Online Resume Builder Log In - Account Registration
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himt. -
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emailed to you for safekiesping. -
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13. 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
the button marked Enter SSN/Password and Click here to login.
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15. A screen acknowledging authentication of your SSN and password will be displayed. Click

on the button marked Click here to continue.

-gl'lm:l.qu_-:H_Hu"u Uiz Mherteatad - Micosol Inlesne) Espdos

| Bl Bl Wbw Favites Todk: Hep

® . .0D 8 48 u 3| 4 g w

=
= 'p= DEPARTMENT OF THE NAVY
;f" ~ ON-LINE RESUME BUILDER
Y our Social Security Number and Password have been Authenticated.
ik hiare i corihie
Click
here
-
] e |5 | vl

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

page.
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RESUME EUVILDER INSTRUCTIONS

Please enter your information in the resume builder fields as you would [ke 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 Bustrated in red, falicired text. You
will ot e Bble to submit your resume using thig bullder if any required information is
migging.

Use the TAB key to move to the next data field or SHIFT-TAB to go bach to the provious
fiedd.

Do not use signs and symbols such as % # 7] /= Us=s @ sign only in the designated E-

Mall Address Block, =

10
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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.
QAN D G R =@ ¥

Veterans, =

I~ Weterans” Readjstment Appeintment andlor 30% or Mores Disabled Veteran
™ Weterans® Employment Opoortunity Act Eligisie

Othere:

™ Person with Disatsility

I~ Dutstanding Sehoaiar
I Current Student

Cyerseas Applicants Onkhy:
T Overseas Milltary Spouse Preference Eligible
™ Dwerseas Famity Momber Praference Eligible
™ Querseas Limited Appaintment Sligible

Mene of the Above:

T IFnone af the above categories apply to you, you
the Mavy job announcements. Please review the ""Who
announcement to determine whether or not you are elig
SUbmtting your resume,

Bisfors procsading dick her o S4VE |

Il - PERSONAL INFORMATION =

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.
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" | am applying for an announcement in o geegraphic area other than the ones =
listed aboyve

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

A RacelBElhnie Status,
| =l

B. Sex:

Click to
Preview
and Print

Te SAVE, PREVIEW, andior PRINT your resume, elich here:
To SUBMIT your resume, click here:

To SAVE your resume and EXIT without submitting, cRck here;

Click to save
but not
submit

To EXIT without saving or submiting your resume, click here:
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19.

20.

When the SUBMIT button is clicked, the following is displayed:
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Your data has been saved
Chick SUBMIT to transmill vour Resusme to the Human Regowces Service Center SOUTHWEST or click CONTINUE to
rabuam to the Resweme Buildsr,

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 business days for the resume to become active in the
Southwest Region’s inventory database.
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USING APPLICATION EXPRESS

Once your resume has been submitted and is active in the Southwest 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. Also, Application
Express cannot be use for announcements beginning with the letters DEU.

Go to www.donhr.navy.mil to access the DONHR homepage. Navigate to the Job
Opportunities tab and click. Click on Jobs, Jobs, Jobs, then on Click Here to Continue.
Select Southwest 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.
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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, SOUTHWEST and wish to use that to apply for this
announcement?" Select “Yes”. Click on the button marked Submit.
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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.
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5.

The Application Express Notification will display.
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4.

APPLICATION EXPRESS

Application Express Notification
Theank you For using the Department of te Navy Application Express.

Your request ko use your cleTent resume on fe a2 the Human Resources Se Click hereto bT to apply for
2810, ELECTRICIAM {HGH VOLTAGE), FWS-2810-MULTIPLE GRADES has b

Resources
Service Center, SOUTHWEST for consideration for this ennoumcement returntothe
Yau have srters| wy.imil an the Eamail address fleld. DONHR Applicatian
Express will be s5Wwithin the next couple of minutes{  NOMe page [ERe Hummmn
Resources Service Cemter, SOUTHWEST.

Tk M T Job Dpgominfies S&arch Pag

Taku fta Ta The DARHR Homepage / |

4] Do

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

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

15



PRINTING A HARD COPY OF YOUR RESUME

To print a hard copy of your resume, from the last page of the Resume Builder click
on the button marked Preview.
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| |
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- 7
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To SAVE your resume and EXIT without submifting, clck here: EXTT |
To EXIT without saving or submiting your resume, click here: CAMTEL
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3. Click on Print to produce a hard copy of the resume.

7 Preview - Microsoft Internet Explorer

J| Elle Edit Miew Favoites  Tools  Help

e 3 L a a3

. 1 e T
O Click p Refresh Home ‘ Seaich  Favaites  History b ail Size

here /uc.navy.mila’resume_aspa’display&asp j "fl‘>"3.°

Saved,
Pag fp...

Prift”. Chil+P
Print Preyiew...

Send 3
Import and Export....

[==

Properties 555-5923
wlork Dffline

Claze
EXPERIENCE 1:

09-19%7 to present; 40 hours per week, Budget Assistant, 33-561-07, Temporary Employee Mo, Temporary
Promotion Mo, Financial Resource Mgmt Dept; MNaval Submarne Base Bangor, Timber Wolf 555-2222

Duties and Accomplishments; Mantam budget unicue files, including reports, fund authorizations and
cotrespondence. Prepare find authorization changes utilizing Excel, Budget Optar, Starlan and Stars-FL
programs. Assist m the development and mamntenance of statistical and budget cost systems, meluding histonical
costs. Independently gather data and produce statistical graphs and chatts for briefs by higher

authority. Gather monthly oblipation data from Ztarlan ag required. IMantain command unfunded list. Waintan a
comprehensive worlt unit program by collecting worle units to be used in various budget subrmasion and reports.
Develop spreadshestsfinancial reports as required utiizing Microsofi Ornce programs. Assist in the preparation
of budget and apporfionment exhibits and associated budgetary data. Compile budgetary data i recurnng

4]

Edits this page.

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

3 Preview - Microsoft Internet Explorer

I File  Edit Miew Favoites Tools Help
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various budget submssion and reports.

ce programs. Assist m the preparation
of budget and apportionment exhibits and associated budgetaty data. Compile budgetary data m recurnng
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