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Good news!

The Army is centralizing its automated referral system 

Resumix Centralization Transition 

Army is consolidating all the resumes maintained by the five CPOCs listed below into one central database.  This consolidation will happen in stages.  Please read the information below to find out what this means to you as an applicant: 

· One resume will be on file for all centralized regions. There is no need to submit a new resume if you have one on file.

· Resumes submitted through the Army Civilian Resume Builder (http://www.cpol.army.mil click on Employment, then Army’s Resume Builder) will automatically flow into the centralized referral database.  This is the fastest way to get a resume into the centralized referral database. If you are applying through the Army Civilian Resume Builder, you will continue to select the CPOCs as you do now to send your resume.  The system will automatically send the resume to the CPOC you identified or to the centralized referral database as appropriate.  

· Applicants will submit a new resume after they have accepted a permanent position.  This does not apply to temporary promotions or temporary reassignments.

· Self-Nominations through the Vacancy Announcement Board (http://www.cpol.army.mil click on Employment, then Army’s Vacancy Announcements) will be posted automatically to the centralized referral database with on line confirmation.  

· ANSWER (http://www.cpol.army.mil click on Employment, then ANSWER) will be the method for applicant notification.  It is the best way to review your most recent resume on file.

ROAR & SOARS versus ANSWER

Before submitting a resume or self-nomination, use the table below. This table will assist you in determining where to view the status of your resume and self-nomination. Letters will no longer be issued.

If you applied to:  
If the Vacancy  Announcement you applied for closes:
Resume Database
Notification System to Review
ROAR, SOARS & ANSWER will not be available:

Access ROAR/SOARS/ANSWER through: http://www.cpol.army.mil

Northeast CPOC
On or Before Jul 10
Local CPOC
ROAR
5:00 p.m. Jul 11 – 9:00 a.m. Jul 15 

Eastern Time


On or After    Jul 11
Centralized
ANSWER


Southwest CPOC
On or Before Jul 24
Local CPOC
ROAR/SOARS
5:00 p.m. Jul 25 – 9:00 a.m. Jul 29 

Eastern Time


On or After    Jul 25
Centralized
ANSWER


South Central CPOC
On or Before Aug 7
Local CPOC
ROAR
5:00 p.m. Aug 8  – 9:00 a.m. Aug 12

Eastern Time


On or After    Aug 8
Centralized
ANSWER


North Central

CPOC
On or Before Aug 14
Local CPOC
ROAR
5:00 p.m. Aug 15 – 9:00 a.m. Aug 19

Eastern Time


On or After   Aug 15
Centralized
ANSWER


· The Centralized Resumix deployment schedule is as follows:

Northeast CPOC

Jul 11-15

Southwest CPOC

Jul 25-29

South Central CPOC
Aug 8-12

North Central CPOC
Aug 15-19

      West CPOC


Not scheduled

JOB INFORMATION KIT UPDATE – STANDARD SUPPLEMENTAL DATA

UPDATE TO JOB KIT

· The standard Supplemental Data below must be used on resumes submitted after June 27, 2002.  It replaces the Supplemental Data previously required in earlier versions of this Job Kit.   

· An asterisk (*) denotes a required field.  This required information must be submitted with your resume.  Your resume will not be processed without it.

(((((((((
*Supplemental Data (The words “Supplemental Data” must appear at top of the page)

*Name

*Social Security Number:  

*1.  Citizenship:


U.S Citizen


Local National

             Non U.S. Citizen

*2.  Are you a current permanent Federal civil service employee? (Yes/No)

*3.  Are you a current permanent civil service employee of the Department of the Army?  Yes/No

4.  If you responded yes to 3 above, please indicate the Civilian Personnel Operations Center (CPOC) that services your position:


Northeast CPOC


North Central CPOC

             South Central CPOC


Southwest CPOC


West CPOC


Pacific CPOC


Europe CPOC


Korea CPOC

5.  Highest Federal civilian grade held on a permanent appointment:


Pay Plan and Grade

Number of months you held this grade:  

Dates highest grade held:  (format:  MM/DD/YYYY):


From:                 To:

6.  If your are currently a Federal civilian employee, please give the date of your last appraisal (format:  MM/DD/YYYY):


From:                 To:


Was this appraisal fully satisfactory or better? (Yes/No)

7.  Period of Military Service (format:  MM/DD/YYYY)


From:                 To:


From:                 To:

*8.  Retired Military?  (Yes/No)


If Yes, date of retirement:

*9.  Claiming veteran preference?  (Yes/No)


Preference Type:



None



5-Point



10-Point Disability



10-Point/Compensable



10-Point/Other



10-Point/Compensable/30 Percent

10.  List all special appointing authorities that apply:


In-service Army eligible


30 percent Disabled Veteran


VRA eligible


VEOA eligible


EO 12721 eligible


Transfer eligible


Reinstatement eligible


ICTAP eligible


Person with Disabilities eligible


DCIPS/CIPMS Interchange eligible


NAF Interchange eligible


Other Interchange Agreement  

specify:  ____________


Outstanding Scholar eligible


Non Status eligible


DCIPS employee applying for DCIPS


Student Employment


Summer Employment


Military spouse pref eligible

             Family member pref eligible


Family member no pref eligible


Reemployment Annuitant

*11.  Date of Birth:  format:  MM/DD/YYYY

12.   Gender (optional):  (Male/Female)

13.  Race and National Origin (optional):

       American Indian or Alaskan Native

       Asian or Pacific Islander

       Black, Not of Hispanic origin 

       Hispanic

       White, not of Hispanic origin

       Asian Indian

       Chinese

       Filipino

       Guamanian

       Hawaiian

       Japanese

       Korean

       Samoan

       Vietnamese

       All Other Asian or Pacific Islanders

       Not Hispanic in Puerto Rico     

*14.  Work schedule(s) you are willing to accept:


Full-Time


Intermittent


Part-Time


Shift Work

*15.  Indicate all the types of employment you are willing to accept:


Permanent


Temporary, 7-12 months


Temporary, 1-6 months


Term, 1-4 years


Competitive detail


Temp promotion up to 5 years

COMPLETE THE INFORMATION BELOW IF YOU ARE INTERESTED IN OVERSEAS POSITIONS

16.  Complete both entries:

a.  Sponsor:  


Active Duty Military


DOD Civilian USA Hire


DOD Civilian Local Hire


Contractor Employed U.S. Citizen


Self - I am the sponsor



No affiliation with U.S. Forces Europe

b. Specify Relationship to Sponsor e.g., self, spouse, child. 

17. Sponsor's Date Estimated Return from Overseas (DEROS)

 (format:  MM/DD/YYYY):

18.  Do you hold dual nationality with any country outside the USA?


If yes, which country?

19.  Do you currently hold a work permit for any countries outside the USA?


(Yes/No)


If yes, please list those countries for which you hold a work permit:

20.  Date of arrival in Host country, if applicable?  (format:  MM/DD/YYYY) 

21.  Are you presently living in host country without affiliation with U.S. forces or civilian component?  (Yes/No)

21.  Are you currently on Leave Without Pay? (Yes/No)


If yes, please enter expiration date --
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STEP 1   INTRODUCTION
The Northeast Civilian Personnel Operations Center (NECPOC) is committed to meeting the needs of its customers through initiative and innovation.  To ensure that every applicant receives maximum consideration for job opportunities they apply for, the NECPOC is now using an automated system to fill vacancies. The system, called Resumix, requires the submission of a Resume.  The system uses state-of-the-art optical character recognition (OCR) software and a patented skills extraction system to read your Résumé. Through this kind of leading edge technology, the Northeast Civilian Personnel Operations Center ensures that your application information is accurately scanned and securely stored.

This Job Application Kit is a guide to the application preparation process when applying for General Schedule (GS) and Wage Grade (WG) positions.  Not all Mandatory DA Career Program Referrals are covered by Resumix.  This guide contains information to aid you in successfully completing your Résumé and applying for employment and/or position changes.  The procedures in this guide may differ slightly depending on whether you are an “Internal” or “External" applicant. If you have questions when preparing your Résumé, please feel free to E-Mail those questions to resque@cpocner.apg.army.mil. 
An internal candidate is defined as a permanent status employee serviced by the Northeast CPOC.
An external candidate is defined as --

· A permanent status employee not serviced by the Northeast CPOC, or 
· A non-permanent status employee (Temporary or Term)
· All other external applicants.

Please Note:  Term employees, although not on a permanent position, may apply as an internal candidate, as long as term employees are applying for term positions.  The Area of Consideration on Job Announcements will state term employees are eligible to apply.
How the automated system works -  The computer “reads” your Résumé and identifies information such as your name, address, education, and your unique skills.  Describe your work experience; list your Licenses, Awards and other Information.
Résumé Format Guidelines - Since we are using an automated system, it is important that your Résumé be “machine readable” or “scannable.”  To maximize the computer’s ability to read your Résumé, provide a clean, typed, spell-checked original and use standard size paper.  If you deviate from the tips provided in this Job Application Kit the system will have a difficult time focusing on the information you want to present and this may result in your losing consideration for placement.

STEP 2a   Preparing Your Résumé
Plan Your Résumé

The development of a Résumé for electronic processing is a “no frills” task.  You should start by thinking seriously and carefully about your personal job and advancement goals for the immediate future.  Concentrate on narrowing your scope of interest to that most sought after position or those very few positions in which you feel your career would be best enhanced.  Be logical and realistic.  Set reasonable, yet potentially attainable goals for yourself.  Focus your Résumé on defining and identifying all of the key and meaningful skills you currently possess which support and demonstrate the knowledge and proficiency you already have in the field you want to enter or the job(s) you would like to have.  The computer extracts information from your resume.  So make sure you describe your experience with concrete words rather than vague descriptions.  For example, it’s better to use “managed a team of software engineers” rather than “responsible for managing, training, disciplining and providing guidance to…”   Avoid using “flowery prose” as it does not increase your chances for consideration.     

The Résumé you prepare for electronic processing is not intended to be the “working life history” found on the SF 171’s previously used to apply for Federal positions.  The only experience you need to include on a Résumé is experience that will directly relate to the positions for which you are applying.  Limit the experience included on your Résumé to that which is fairly recent and directly supports your qualifications for positions for which you seek consideration.  However, if applicable, you should cover at least a five year period (normally the last five years) and be sure to indicate your total length of experience in relevant work areas so length of experience requirements can be determined.  (If your description of duties combines Federal civilian positions at different grade levels, make sure you include the month, day and year (MM/DD/YY) promoted to each grade).  The same rule of thumb should be followed in deciding which specific education and training information to place on your Résumé. Some positions have a positive education requirement that will be identified on the vacancy announcement and must be identified in your resume. Do not submit transcripts when you submit your resume.   You are not required to submit them until you have been selected for a position.  Therefore, you must include the courses and hours in the education section of your resume to support your qualifications.  Remember, the Résumé you submit to the Northeast Civilian Personnel Operations Center must be no longer than 3 typewritten pages, so use the space wisely in order to illustrate only specific skills that are relevant to your job/promotion goals.
It is very important to understand that the automated system has the ability to extract and retain only a finite number of skills from your Résumé.  This fact is particularly important to remember when you are thinking of specific systems, and processes (example: WordPerfect, EXCEL, PowerPoint, ACCESS, etc) to include in your Résumé.  Use only those systems or processes that are current and definitely found in or are related to the positions you want to be placed in.

A sample Résumé which shows typical format and content is included in this Job Application Kit for your information.

Review of Résumés

Although the automated system greatly reduces the need for the involvement of a staffing specialist in processing your Résumé, it does not entirely eliminate the requirement for human review of your qualifications.  A review for quality and length of experience, time-in-grade (if applicable) and time-after-competitive appointment (if applicable) will be done prior to the referral list being issued to the selecting official for selection. 

Employees are reminded that all information included in Résumés is subject to review and verification.  Authorized legal and regulatory penalties may be imposed on employees submitting false information. Falsification of your Résumé could result in termination of Federal employment, and may be punishable by fine or imprisonment.
The Job Application Kit sample Résumé provides for the basic format (first name middle initial last name) when typing your name on your Résumé.  However, there are some exceptions to that format.  Below are some tips to assist you if one of the rules applies to you:

· Names that are preceded with a title should be typed at the beginning of the name (ie., Dr. Susan Armstrong)
· Titles that follow a name should be typed at the end of the name (ie., Susan Armstrong, MD)  (Please note that commas are used in this format)
Last names that contain spaces should use the following format: last name, first name, middle initial  (ie., Van Fossen, John R. or Van Fossen, John R., MD (Please note that commas are used in this format)

Once your Résumé is received and scanned into the automated referral system, you will receive a notification letter stating that your Résumé has been accepted.  Résumés that are incomplete, faxed, unscannable, or handwritten will not be considered.

CIVILIAN PERSONNEL ON-LINE:   View Army Vacancy Announcements, submit Resumes and Self-Nominations on line at: http://cpol.army.mil

NORTHEAST REGION CPOC HOME PAGE:   Visit us at http://cpolrhp.army.mil/ner

RESUMIX ON-LINE APPLICANT RESPONSE (ROAR):  You may check the status of your 

self-nomination for which you were rated within the last 120 days by accessing ROAR.  You may also view, print and edit your most current resume.  To access, go to Northeast Region Home Page, click on Tools and then on ROAR.

STEP 2b 
TIPS FOR MAXIMIZING SCANNABILITY
                  DO
DO NOT

· Do provide a laser printed original or typewritten original or high quality copy. 
· TYPE with black ink on 8.5” X 11” white bond paper, printed on one side only.
· Do use a minimum margin of 1 inch on all sides of your printed Résumé.
· Do use a COURIER font, 12 point (Word processor); Courier font, 10 pitch (typewriter)

· Do use all capital letters for section headings.
· Do type your name and social security number in the BOTTOM left corner of each additional page of the Résumé.
· Do be specific when naming the computer software, types of equipment, etc., with which you have experience.
· Do describe your experience with specific words rather than vague generalizations.
· Do proofread and spell-check your Résumé.
· Do not use a dot matrix printer or low quality copies.
· Do not staple, fold, bind, or punch holes in your Résumé.
· Do not use vertical lines, horizontal lines, graphics and boxes.
· Do not use onion skin or heavy weight paper.
· Do not use two-column format or Résumés that look like newspapers.
· Do not use fancy fonts such as italics, underlining, or shadows.
· Do not use acronyms or abbreviations, other than to describe type of systems used.
· Do not submit your Résumé on colored paper.
· Do not submit any documentation NOT specifically requested.
· Do not expect your Résumé or any documents submitted to be returned.
· Do Not Fax Resume.

· Do Not submit SF171 or OF612. 


· Limit your Résumé to three pages.  Résumés more than three pages will not be accepted.

· TYPE your Résumé or use a word processor to ensure it is clear and legible.  Handwritten or Faxed Résumés WILL NOT be accepted.  A typewritten original or high quality photocopy is acceptable.

STEP 2c  
RÉSUMÉ CONTENT and SAMPLE RÉSUMÉ

The automated system extracts information from your Résumé to compare with job requirements.  In order to ensure accurate extraction (identification of job-related skills), you should develop your Résumé according to the following guidelines.

*Note: Please use courier font (12 point) on a word processor or (10 pitch) on a typewriter. 

Please include the following information on separate lines beginning at the top of the first page:

RÉSUMÉ CONTENT
SAMPLE RÉSUMÉ

Full Name (First MI Last)

Home Address (City, State, Zip Code)

Home Phone Number

Work Phone Number

DSN Phone Number (if appl)

Social Security Number (no dashes) 

Source:  Refer to Step 3b on Source Codes 

Highest Permanent Grade & Dates Held in Civil Svc: Start and End Dates (MM/DD/YY)

Typing Speed (if appl) Use exact speed, do not use a range 
Steno/Dictation Speed (if appl) Use exact speed
EXPERIENCE:
Start and End Dates (MM/DD/YY); Hours Worked Per Week; Position Title, Pay Plan, Series, Grade (If  Federal Civilian Position);  Salary. If experience entry describes Federal civilian positions at different grade levels, include month and year promoted to each grade; Employer’s Name and Complete Address; Supervisor’s Name and Telephone Number; All Major Tasks (Include in your description any systems you have worked on; any software programs you have used; any special programs you have managed; any regulations, directives, etc. you have used; any other job-related information you would like to include.)

EDUCATION:  Give your highest level of education.  If degree completed (e.g., AA, BA, MA) list major field of study, name of school, year degree awarded and GPA. Resume must include courses and semester/quarter hours for positive education requirement positions.  If your highest level was high school, list either highest grade completed, year graduated or  date you were awarded GED.
SPECIALIZED TRAINING: Training courses you have completed and consider relevant to your career goals.  Indicate dates and length of training.. 

LICENSES/CERTIFICATES/AWARDS/OTHER INFORMATION: Professional licenses and certificates including date(s) certified and the State where it was awarded.  List any awards  and any other information (e.g. language proficiencies, professional associations, etc) pertinent to your career goals.
For each additional page of your Résumé, you must include your full name and Social Security Number on the BOTTOM left hand corner.
FRANCINE T REX

186 Southeast Ave


Aberdeen MD 21001

410 272-7119 H

410 273-1110 W

458-1212 DSN

SSN: 198673021

Source: EXT or INTAPG

Highest Grade Held: GS-0201-12, 04/01/92-01/01/93 

Typing: 70 WPM 

Stenography/Dictation Speed:  120 WPM 

EXPERIENCE

01/21/93 - Present, 40 HPW, Human Resource Advisor, $46,321 PA, Bell Atlantic, 3490 Hillsdale Street, Baltimore, MD 23001, Kenneth Barnes, (410) 393-8670.  Serve as a Human Resource Advisor for Bell Atlantic employees in the Baltimore area. Provide face-to-face counseling with employees on health insurance and life insurance options.  Counsel employees on retirement benefits. Provide information to regional manager and division managers on filling positions. Coordinates with state employment offices on position openings. Evaluate candidate qualifications. Prepared workyear management reports.  Developed pay setting plan.

04/02/91 - 01/20/93, 40 HPW, Personnel Management Specialist, GS-0201-12, $42,068 PA, Promoted to GS-12 in Apr 92, Heidelberg Civilian Personnel Office, Heidelberg GE, Gayle Evans, 011-49-6221-57-6449. Served as the Personnel Staffing Specialist for seven major organizations under HQ USAREUR.  Performed organizational and position management reviews.  Developed and recommended personnel policies and personnel regulations in all human resource functional areas.  Chaired reorganization committee.  Tasked with high grade program administration and execution.  Compiled directorate awards program policy.

09/02/89 - 04/01/91, 40 HPW, Personnel Staffing Specialist, GS-0212-11, $38,827 PA, Fort Devens Civilian Personnel Office, Fort Devens MA 01746, Frances West, (508) 365-9000 Provided recruitment and placement services for major units.  Developed recruitment strategy and crediting plans.  Developed vacancy announcement.  Evaluated candidate applications.  Referred candidates for consideration.  Provided health benefits, life insurance counseling.

EDUCATION

BA, Personnel Management, Boston College, Boston, MA, 02337, May 89, GPA 3.75

BA, Accounting, University of Maryland, College Park, MD 21213, May 95, GPA 3.40, Accounting I (3 sem hrs), Accounting II (3 sem hrs), Tax Accounting (3 sem hrs), Managerial Accounting (3 sem hrs), Intro to Governmental Accounting (3 sem hrs), Business Law I (3 sem hrs), Intermediate Accounting I (3 sem hrs), Intermediate Accounting II (3 sem hrs)
MS, Computer Science,  University of Maryland, College Park, MD 21213, May 97, GPA 3.80

SPECIALIZED TRAINING

Advanced Staffing, Dec 89, 2 weeks; Advanced Recruiting Techniques, May 91, 1 week; Management Development Seminar, July 93 2 weeks; Job Analysis Techniques, Jun 94, 1 Week; Interviewing Techniques, Apr 95, 1 Week

LICENSES/CERTIFICATES/AWARDS/OTHER INFORMATION

Licensed Compensation Analyst; Aug 94 Human Resource Advisor of the Year/Mid-Atlantic Region; Federal Women’s Association; Fluent in the German language.

FRANCINE T REX, 

198673021

STEP 2d 
SUPPLEMENTAL DATA 
The following information must be submitted along with your Résumé by all applicants not serviced by the Northeast Civilian Personnel Operations Center.  If the following information IS NOT provided, your resume WILL NOT be considered. 
You may submit Supplemental Data by:

· Entering data on a separate 8.5” x 11” sheet of white bond paper and mailing it along with your Résumé (See STEP 3e of this Job Kit for mailing address)

· E-mailing data along with your Résumé to the NECPOC (See STEP 3c of this Job Kit for e-mail address)

SUPPLEMENTAL DATA
SAMPLE SUPPLEMENTAL FORM

1.  Name/Social Security Number
2.  Announcement Number

3.  Date of Birth

4.  US Citizen Yes or No  (You must be a US citizen to apply for most positions)

5.  Lowest Grade You Will Accept

6.  Are you a retired military member?  Yes or No.  If yes, please give date of retirement.

7.  Are you claiming veterans’ preference?  Yes or No.  If yes indicate type of preference code. 

 
- 5 point


- 10 point/Disability

 
- 10 point/Compensable


- 10 point/Other

- 10 point/Compensable/30%

8.  Specify all dates of military service.

9.  Have you ever received a Government Separation Incentive?  Yes or No.  If yes, please provide date of that separation.

10.  If you are currently a Federal employee, please give date of your last appraisal.  Was this appraisal fully satisfactory or better?  Yes/No
11.  Eligibility Code:
From the eligibility codes listed below, select the code that defines your status.  If more than one code defines your status, please list all codes that are applicable.

DEFINITION

AO = Army Other(Army employees not serviced by the NE CPOC)
AC = Acquisition Corps 

CI = Civilian Intelligence Personnel Mgmt System (CIPMS) 

CV = 30% Compensable Veteran

DI = Employment Program For People with Disabilities

EO = Executive Order 12721 

IC = Interagency Career Transition Assistance Plan (ICTAP)

MS = Military Spouse Preference

NA = Non-Appropriated Fund Employee (NAF) 

NS = Non Status (Applicants without personal competitive status. Including employees on a Temp/Term Appt with no personal competitive status) 

OS = Outstanding Scholar 

RS = Reinstatement Eligible 

TR = Transfer Eligible 

VR = Veterans Readjustment Appointment Eligible

VE = Veterans Employment Opportunities Act
II.  EEO DATA

The following information is requested on all external candidates.  Providing this information is VOLUNTARY.  No individual personnel selections are made based on this information
1.  Race and National Origin: Please read and then categorize yourself within the federal statistics and administrative reporting classification of race and ethnicity as follows:

A = American Indian or Alaskan Native            D = Hispanic
B = Asian or Pacific Islander                             E = White
C = Black                                                          F  = Other (Specify)
2.  Sex:       M (Male) or F (Female)
1. Francine T Rex

    198673021

2. GE981001

3.  11/07/50

4.  Yes

5.  GS-11

6.  No

7.  Yes/10 point/Disability

8.  11/01/70-11/30/82

     01/01/84-01/30/86

9.  No

10.  06/25/97, Yes 

11.  RS, VR

EEO DATA

1.  C 

2.  F

STEP 2e 
WHEN TO SUBMIT A NEW RÉSUMÉ

You “must” submit a new Résumé when there is a “permanent” change in your position such as - 

· Promotion

· Reassignment

· Change to Lower Grade or

· Reclassification to a different title, occupational series and/or grade

You “should” submit a new Résumé when you change positions temporarily and you wish to reflect your new skills such as  -

· Temporary Promotion

· Detail

· Acquisition of new skills that will benefit your resume 

You “must” submit a new Résumé when there is a change in the following:

· Name change

· Change of address (home or work)

· Change of Phone Number (home or work)

STEP 3a 
HOW TO APPLY

Only Résumés will be accepted.  Resumes must be either mailed or e-mailed.  DO NOT submit using both methods at the same time.  The most recent resume submitted will replace any current resume on file.  Your Résumé is limited to three pages.  Once your Résumé is received, it will be electronically scanned into our automated recruitment system and a profile of your qualifications and skills will be stored.

NOTE: Unless specifically stated in the announcement, do not submit documentation supporting your status/eligibility when you apply.  All job offers are contingent upon the candidate providing required documentation immediately after notification of selection.  Failure to provide the documentation listed in the chart below within three days may result in withdrawal of the job offer. 
IF YOU ARE...
DESCRIPTION
DOCUMENTATION REQUIRED UPON REQUEST

Department of the Army Civilian serviced by the NECPOC

Source Code: (See Section  3b)
All current, permanent DA civilians serviced by the NE CPOC.


Department of the Army Civilian NOT serviced by the NECPOC

Source Code: EXT
All current, permanent DA civilians NOT serviced by the NE CPOC.
· Most current SF-50 showing permanent, competitive status 

· Copy of College Transcripts

Transfer Eligible

Source Code: EXT
Current, permanent non Department of Army federal employee.
· Most current SF-50 showing permanent, competitive status
· Copy of College Transcripts

Reinstatement Eligible

Source Code: EXT
Applicants who obtained career status on a permanent, competitive status appointment, or had obtained career-conditional status and are within three years of the date of separation.
· SF-50 Showing the date of separation from last career or career-conditional appointment 
· All DD-214(s) (Member 4 copy), if applicable
· Copy of College Transcripts

IF YOU ARE...
DESCRIPTION
DOCUMENTATION REQUIRED UPON REQUEST

VRA Eligible

Source Code: EXT or INT
Applicants served for a period of more than 180 days active duty, all or part of which occurred after 4 August 1964, and have other than a dishonorable discharge.
· All DD-214(s) (Member 4 copy)

· Documentation from the Military Personnel Office, if within 120 days of retirement or separation.

· SF-15 (If claiming compensable disability or other 10 pt veterans’ preference) and supporting documentation, i.e., VA letter dated within 1 year
· Copy of College Transcripts

30% Disabled Veteran
Source Code: EXT
Prior military service members with a disability rating of 30 percent or more.  No time limit.
· All DD-214(s) (Member 4 copy)

· SF-15 and supporting documentation, i.e., VA letter dated with 1 year
· Copy of College Transcripts

Executive Order Eligible
Source Code: EXT
Worked as a Federal employee overseas while a family member of a civilian employee, NAF employee, or uniformed service member serving overseas; accumulated 52 weeks creditable service; received a fully successful or better performance rating; are within 3 years returning to the US from overseas area.
· SF-50’s verifying completion of the 52 weeks creditable overseas service 
· Orders returning you to the US
· Current performance rating
· Copy of College Transcripts

Civilian  Intelligence Personnel Management System (CIPMS)
Source Code: INT OR EXT


Currently serving on a CIPMS appointment, without time limitation, or have been involuntarily separated from such appointment, without cause, within the preceding year. Must have been serving continuously for 1 year or more in a CIPMS position. May only be appointed to permanent positions based on this authority.


· SF-50 verifying you completed the required 1 year continuous service, 
· Copy of College Transcripts

IF YOU ARE...
DESCRIPTION
DOCUMENTATION REQUIRED UPON REQUEST

NAF/AAFES
Source Code: EXT
Currently serving on a NAFI/AAFES position, without time limitation, or have been separated from such appointment, without personal cause, within the preceding year. Must be or have been serving continuously for one year in a NAFI/AAFES position.  May only be appointed to a permanent position based on this authority.
· Copies of NAF personnel actions or AAFES 1220-75 verifying you have completed the required 1 year continuous service 
· Copy of College Transcripts

Employment Program for People with Disabilities
Source Code: EXT
Applicant has a physical or mental impairment that limits one or more major life activities.
· Letter dated within 1 year from State Vocational Rehabilitation Service
· Copy of College Transcripts

Interagency Career Transition Assistance Plan (ICTAP)
Source Code: EXT
Current or former employees displaced from non-DOD agencies.  NOTE:  ICTAP eligibles will be provided priority consideration for those vacancies for which they are well qualified within their commuting area.
· Candidates must submit proof of eligibility, as identified in 5CFR 330.707(2) with their Résumé to receive this selection priority, 
· Copy of College Transcripts

Non Status

Source Code:  EXT
Applicants without personal competitive status. Including employees on a Temp/Term Appt with no personal competitive status.
· All DD-214(s) (Member 4 copy), if applicable

· SF-15 (if applicable) and supporting documentation, i.e., VA letter dated with 1 year 
· Copy of College Transcripts

Veterans Employment Opportunities Act (VEOA)

Source Code:  EXT
Veteran must be a preference eligible or veteran separated after 3 or more years of continuous active service performed under honorable conditions.
· All DD-214(s) (Member 4 copy)

· Documentation from the Military Personnel Office, if within 120 days of retirement or separation.

· SF-15 (if applicable) and supporting documentation, i.e., VA letter dated with 1 year. 
· Copy of College Transcripts

· DESCRIPTION OF VETERANS PREFERENCE

· 5 Point - You are eligible for 5 point veterans’ preference if you are a former member of the Armed Forces who served on active duty for more than 180 consecutive days, other than for training, any part of which occurred between 01 February 1955 and October 14, 1976; or began active duty after October 14, 1976 and before September 8, 1980 and served in a campaign or expedition for which a campaign badge is authorized; or enlisted in the Armed Forces after September 8, 1980 or entered on active duty through means other than enlistment after October 14, 1982 and served in a campaign or expedition for which a campaign badge is authorized  and completed 24 months of continuous service or the full period for which called to active duty or were discharged early under 10 U.S.C. 2272 or for hardship under 10 U.S.C. 1173.  Section 1102 of Title XI, also accords veterans’ preference to anyone who served on active duty during the Gulf War from August 2, 1990 through January 2, 1992.  The law grants preference to anyone who is otherwise eligible and who served on active duty during this period regardless of where the person served or for how long.  (Otherwise eligible means that the person must have been released from the service under honorable conditions and must have served the full period for which called to active duty.)
· 10 Point/Disability - You are eligible for 10 point veterans’ preference if you are a former member of the Armed Forces who was separated under honorable conditions and were awarded the Purple Heart; or have a service-connected disability that is not compensable or that is less than 10 percent compensable by a branch of the Armed Forces or Veterans’ Administration.
· 10 Point/Compensable - You are eligible for 10 point veteran’s preference if you are a former member of the Armed Forces who was separated under honorable conditions and have a service-connected disability that is at least 10 percent but less than 30 percent compensable by a branch of the Armed Forces or the Veterans’ Administration.
· 10 Point/30% or More Compensable Disability - You are eligible for 10 point preference if you have a service -connected disability of 30% or more.
· 10 Point/Other - You are eligible for 10 points veterans’ preference if you are the widow/widower and have not remarried; or  the mother of a deceased veteran; or the spouse or mother of a disabled veteran, provided the preference is not being used by the veteran.

Résumés from Internal applicants will be retained in the database until the employee either updates their Résumé with a new one or leaves employment within the Northeast Region. You must also replace your resume once you have been selected for a new position.  Internal candidates who have submitted Résumés to the database can apply for positions by self-nominating. (Please refer to STEP 3f for  instructions on How To Self-Nominate). Internal candidates may submit a Resume any time.
Résumés from External applicants will be retained in the database until hired or for 1 year.  If External applicants wish further consideration after the 1-year period, a new Résumé is required.  You must also replace your resume once you have been selected for a new position.  External candidates who already have a Résumé on file within the last year can apply for future positions by self-nominating. (Please refer to STEP 3f for instructions on How To Self-Nominate). External candidates may submit a Resume any time.

STEP 3b 
SOURCE CODES

Internal
If you are a permanent Army Employee Serviced by the Northeast Civilian Personnel Operations Center at - 
Your Source Code  Is

Army Audit Agency
INTAAA

Army Research Lab, Adelphi, MD
INTADE

HQ Army Materiel Command
INTAMC

Aberdeen Proving Ground, MD
INTAPG

Corps of Engineers, North Atlantic (Europe)
INTATL

Corps of Engineers, Baltimore, MD
INTBAL

Mil Traffic Management Cmd, Bayonne, NJ
INTBAY

Carlisle Barracks, Carlisle, PA
INTCAR

Letterkenny Army Depot, Chambersburg, PA
INTCHA

Army Depot, New Cumberland, PA
INTCUM

Fort Dix, NJ
INTDIX

Fort Drum, NY
INTDRU

Fort Detrick, MD
INTDTK

Corps of Engineers, New England, MA
INTENG

Hoffman
INTHOF

CECOM, Fort Monmouth, NJ
INTMON

Military Traffic Management Command
INTMTC

Soldier Systems Command, Natick, MA
INTNAT

Corps of Engineers, Norfolk, VA
INTNOR

Corps of Engineers, New York, NY
INTNYC

Corps of Engineers, Philadelphia, PA
INTPHI

Picatinny Arsenal, Picatinny, NJ
INTPIC

Pentagon
INTPNT

Tobyhanna Army Depot, Tobyhanna, PA
INTTOB

Watervliet Arsenal, Watervliet, NY
INTWAV

US Military Academy, West Point, NY
INTWES

External
- If you are a Temporary or Term Army Employee Serviced by the Northeast Civilian Personnel Operations Center or 

- If you are not serviced by the Northeast Civilian Personnel Operations Center
Your Source Code  Is




EXT

STEP 3c 
E-MAILING YOUR RÉSUMÉ
INSTRUCTIONS

Internal Applicants
External Applicants

1.  Prepare as an ASCII/text file, NOT as an attachment.  (Note: At this time we cannot accept attachments of any sort).  If you are typing your Résumé in a word processing package, such as Word or WordPerfect, highlight the Résumé on the screen, then copy and paste into the body of an E-Mail message.

2.  Place the word RÉSUMÉ in subject line (Note: The subject line of your E-Mail should only contain the word Résumé.  It can be typed in lower or upper case.  Please do not type any other heading in the subject box (e.g. Résumé for Mr. Smith, Résumés, Résumé Submittal).

3.  Include a string of 15 “@” symbols immediately before the start of your text.  The string of “@” symbols should appear above the name of the Résumé.

4.  Read and follow E-Mail Résumé sample as 

referenced in STEP 3d of this Job Kit.

5.  E-MAIL to: 
Resumes@cpocner.apg.army.mil
1.  Prepare as an ASCII/text file, NOT as an attachment.  (Note: At this time we can not accept attachments of any sort).  If you are typing your Résumé in a word processing package, such as Word or WordPerfect, highlight the Résumé on the screen, then copy and paste into the body of an E-Mail message.

2.  Place the word RÉSUMÉ in subject line (Note: The subject line of your E-Mail should only contain the word Résumé.  It can be typed in lower or upper case.  Please do not type any other heading in the subject box (e.g. Résumé for Mr. Smith, Résumés, Résumé Submittal).

3. Include a string of 15 “@” symbols immediately before the start of your text.  The string of “@” symbols should appear above the name of the Résumé.

4. Submit the Supplemental Data as referenced in STEP 2d of this Job Kit. (See Sample - STEP 3d)

(If this supplemental data is not provided, you will not receive consideration.)
5.  Read and follow E-Mail Résumé sample as referenced in STEP 3d of this Job Kit.

6.  E-MAIL to: 

Resumes@cpocner.apg.army.mil

STEP 3d 
SAMPLE E-MAIL RÉSUMÉ   (INTERNAL)

@@@@@@@@@@@@@@@
JOHN Q JONES

987 Northeast Blvd
(Home Address Only)
Aberdeen, MD 21001

410 272 1234 H

(Home Phone Number)
410 306 8765 W
            (Work Phone Number, Commercial)
272 8765 DSN

(Work Phone Number, Defense)
SSN: 123449909

Source: INTAPG
(Refer to STEP 3b for Source Codes)
Highest Grade Held: WG-8738-06, 06/01/92-11/01/96   (Highest Permanent Grade & Dates Held in Civil Service)
Typing:  40 WPM
(If applicable) (Use exact speed, do not use a range)
Steno Dictation Speed:  120 WPM       (If applicable) (Use exact speed, do not use a range)
EXPERIENCE 

01/21/93 - Present, 40 Hours per week,  Chemical Operations Specialist, WG-8738-05/06, $15.86 Per Hour, Promoted to WG-06 in Jun 92.  US Army, White Sands, NM, MAJ Johnson, 275-6753.  Training instructor at Missile Base, Nuclear Biological Chemical School.  Set up and schedule classes for training.  Training topics include Nuclear Biological Chemical warfare clothing, decontamination, detection and alarm systems, and proper movement and storage of Nuclear Biological Chemical agents.

04/02/91 - 01/20/93, 40 HPW, Assistant Marketing Manager, $28,540 PA, Chesapeake Crab Factory, 67 Dock Street, Northeast MD 21007, Jim E. Dean, (410) 284-8843.  Responsible for nationwide marketing campaign for Chesapeake Crabs.  Wrote and directed radio and television advertisements.  Wrote and edited newspaper and magazine articles on the health benefits of eating more crab.  Traveled throughout North America to promote and sell Chesapeake Crab products.  Increased nationwide crab consumption by 38%.

EDUCATION

AA., World History, Tampa Community College, Tampa FL 38654, May 86, GPA 3.75

SPECIALIZED TRAINING  

Nuclear Biological Chemical Training, 1991; Decontamination Procedures 1992; 1993; Training Instructor Academy 1991

LICENSES/CERTIFICATES OTHER INFORMATION 

Fluent in the German language, Military Drivers License 1991

Traveled throughout North America to promote and sell Chesapeake Crab products.  Increased nationwide crab consumption by 38%.

STEP 3d 
SAMPLE E-MAIL RÉSUMÉ  (EXTERNAL)

@@@@@@@@@@@@@@@
JOHN Q JONES

987 Northeast Blvd
(Home Address Only)
Aberdeen, MD 21001

410 272 1234 H
            (Home Phone Number)
410 306 8765 W             (Work Phone Number, Commercial)
272 8765 DSN

(Work Phone Number, Defense)
SSN: 123449909

Source: EXT
(Refer to STEP 3b for Source Codes)
Highest Grade Held: WG-8738-06, 06/01/92-11/01/96  (Highest Permanent Grade & Dates Held in Civil Service)
Typing:  40 WPM
(If applicable) (Use exact speed, do not use a range)
Steno Dictation Speed:  120 WPM       (If applicable) (Use exact speed, do not use a range)
EXPERIENCE

01/21/93 - Present, 40 HPW, Chemical Operations Specialist, WG-8738-05/06, $15.86 PH, Promoted to 

WG-06 in Jun 92.   US Army, White Sands, NM, MAJ Johnson, 275-6753.  Training instructor at Missile Base, Nuclear Biological Chemical School.  Set up and schedule classes for training.  Training topics include Nuclear Biological Chemical warfare clothing, decontamination, detection and alarm systems, and proper movement and storage of Nuclear Biological Chemical agents.

04/02/91 - 01/20/93, 40 HPW, Assistant Marketing Manager, $28,540 PA, Chesapeake Crab Factory, 67 Dock Street, Northeast MD 21007, Jim E. Dean, (410) 284-8843.  Responsible for nationwide marketing campaign for Chesapeake Crabs.  Wrote and directed radio and television advertisements.  Wrote and edited newspaper and magazine articles on the health benefits of eating more crab.  Traveled throughout North America to promote and sell Chesapeake Crab products.  Increased nationwide crab consumption by 38%.

EDUCATION

AA.,  World History, Tampa Community College, Tampa FL 38654, May 86, GPA 3.75
SPECIALIZED TRAINING 

Nuclear Biological Chemical Training, 1991; Decontamination Procedures 1992; 1993; Training Instructor Academy 1991

LICENSES/CERTIFICATES OTHER INFORMATION 

Fluent in the German language, Military Drivers License 1991

SUPPLEMENTAL DATA
1.  John Q. Jones, 123-44-9909
2.  GE981001

3.  11/07/50

4.  Yes

5.  GS-07

6.  No

7.  No

8.  11/01/70 - 11/30/82
9.  No

10.  06/25/97, Yes

11.  AO, RS

EEO DATA
1.  C 

2.  M


STEP 3e    WHERE TO SUBMIT YOUR RÉSUMÉ PACKAGE

Mail your Résumé unfolded in an envelope 9.5” X 12” or larger to:

NORTHEAST CPOC

Resumix Project Office

314 Johnson Street

Aberdeen Proving Ground, MD 21005-5283

Your resume must be received by the closing date (unless otherwise specified in the announcement).

 STEP 3f     HOW TO SELF-NOMINATE

An internal applicant may self nominate by indicating interest in consideration for an open announcement provided they already have a Résumé on file at the Northeast Civilian Personnel Operations Center.  However, if you do not have a Resume on file you will need to submit a Resume and a self-nomination request.  The self nomination must be  received by the closing date (unless otherwise specified in the announcement).

An external applicant may self nominate by indicating interest in consideration for an open announcement provided they already have a Résumé on file at the Northeast Civilian Personnel Operations Center submitted within the last year.  If an applicant has not submitted a Résumé within the last year, they will be required to submit a Résumé with Supplemental Data.  To self nominate after the initial Resume and Supplemental Data is on file, follow the instructions below.   The self nomination or Résumé with Supplemental Data must be received by the closing date (unless otherwise specified in the announcement).

A Resumix Self Nomination Form is included at STEP 3g of this Job Kit. 

INSTRUCTIONS:  You may self-nominate in a variety of ways: 

~~Complete the Self-Nomination Form in STEP 3g of this Job Kit and Mail or Fax it to the address indicated on the form.  

~~E-Mail your self-nomination information to the NE CPOC at:  selfnom@cpocner.apg.army.mil, Subject Line:  selfnom.  DO NOT send the Self-Nomination Form as an attachment, just include the requested information in the body of the email.

Note:  You will receive an automatic acknowledgement for E-mailed self nominations provided you include the subject line of selfnom.  No acknowledgements for mailed or faxed forms. 

 STEP 3g     RESUMIX SELF NOMINATION FORM

RESUMIX SELF NOMINATION FORM








DATE: _________________________

Name: ___________________________________SSN: _________________________________

Announcement Number: __________________________________________________________

Position Title, Pay Plan, Series, and Grade of Vacancy: ___________________________________

Work Phone Number: __________________     Home Phone Number : ____________________

Email Address:__________________________________________________________________

Complete the following items that are applicable to the vacancy announcement:

Typing Speed:__________WPM                Steno Dictation Speed:___________WPM

Positive Education Requirement for the position:  (complete for positions that require positive education only/See Vacancy Announcement or Qualifications Standards Handbook for particular requirements) ________Met  ________Not Met

Lowest Grade Acceptable (complete for multiple grade level positions only):  _________________

Complete if vacancy announcement indicates the position may be filled with more than one work schedule by indicating the schedules you will accept:

Full-time:____Yes/____No          Part-time:____Yes/____No         Temporary:____Yes/____No

Intermittent:____Yes/____No      Shift Work:____Yes/____No

Occupational Specialty Codes or Series:_______________________________________________

Geographic Location Codes:________________________________________________________
E-mail Info to:   selfnom@cpocner.apg.army.mil
      OR

Mail Form to: 
NECPOC



Resumix Project Office



314 Johnson Street

     OR

Aberdeen Proving Ground, MD  21005-5283

Fax Form to:      (410) 306-0229 

PRIVACY ACT STATEMENT

This information is provided pursuant to Public Law 93-579 (Privacy Act of 1974), 31 Dec 1974 for individuals completing Federal records and forms soliciting personal information. AUTHORITY:  Sections 1302, 3301, and 7201 of Title 5 U.S. Code

This information will be used to update your Résumé for employment purposes.  Collection of your Social Security number is authorized by Executive Order 9397.  Furnishing the information on this form, including your Social Security Number is voluntary, but failure to do so may result in non-referral.

PRIVACY ACT STATEMENT

The information requested in this brochure is pursuant to Public Law 93-579 (Privacy Act of 1974), 31 Dec 1974 for individuals completing federal records and forms soliciting personal information.

AUTHORITY:  Sections 1302, 3301, and 7201 of Title 5 U.S. Code

The information requested in this brochure will be used for employment purposes.  Collection of your Social Security Number is authorized by Executive Order 9397.  Furnishing the information requested, including your Social Security Number, is voluntary, but failure to do so may result in non-referral.
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