Template for a Federal Resume

NAME
Contact Information (address, phone number, email address)

SSN
Citizenship status: (US. citizen? work visa? other?)
Veteran’s preference: (veteran or noweteran?)

Objective: (job title ad vacancy announcement number)
Certifications: (related to field, such asomputer systems, teaching, CPR)
Computer Skills (or other category of jolelated technical/special skills, i.e. foreign language)

Education
Bachelor of Sciace, Information Systems = May 20xx' ’
Towson University, Towson, MD

X Academic honors (GPA, dean'’s list, honor society)
X Related courses (list those that relate to the targeted job)

Other training or pr(%s\si\onal development completion month, year
N I |
Hometown HMON | June 20XX

Hometown, MD | ‘

~

! E

X Specifics (trained all new hires in XX department)
x  Accomplishments (developed training manual that reduced training time and increased efficiemegng first
year staff)

Career
Center



