What's Unique about a Federal Resume?

By John Grobe

Resumes and application forms are distinctly different between the federal sector and the private sector. Employees considering a switch to the private sector will need to re-invent their resume.

In the federal employment process, a much greater weight is given to your written documents than is given in the private sector. Much more information is required in a federal application.

Here's a list of what the Office of Personnel Management to be included in any job application. Some items you would not normally include in a private sector resume. 

Personal Information

Full name, mailing address (including ZIP code) and day and evening telephone numbers (with area code).

Social Security Number.

Country of citizenship.

Veterans' preference.

Reinstatement eligibility.

Highest federal civilian grade held (including series and dates held).

Education

High School.

Name, city and state.

Date of Diploma or GED.

Colleges or universities.

Name, city and state.

Majors.

Type and year of degrees received (if no degree, indicate total credits earned).

Work Experience – going back 10 years

Job title (including grade and series if a federal job).

Duties and accomplishments.

Employer's name and address.

Supervisor's name and phone number.

Starting and ending dates (month and year).

Hours per week.

Salary.

Whether your supervisor can be contacted.

Other Items

Job-related training courses (title and year).

Job related skills such as languages, computer skills.

Job related certificates and licenses.

Job related honors, awards and special accomplishments.

Memberships in professional organizations.

You can see that a private sector resume will be much shorter than a federal resume, in fact, most private sector resumes do not go any longer than one or two pages. 

FEDweek Issue: Wednesday, October 22, 2003
