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Foreword
O

ne of the advantages associated with the four decades I’ve spent working on federal workforce issues is that it
becomes easier to put new developments into perspective. That’s why I’m actually quite impressed with where the
federal government is right now in its ongoing quest to create an effective, modern, and applicant-friendly approach to
hiring. It’s not that the government has yet achieved that goal—it hasn’t—but it has made improving the hiring process a top priority and real progress is being made! This is good news for the American public. The daunting challenges
facing our nation make attracting and hiring a highly talented workforce an absolute imperative for the federal government, and improving the federal hiring process will certainly help in that regard.

The news for potential applicants for federal jobs, however, is mixed. The good news is that it is slowly becoming easier
to find and apply for a federal job. Further, with more than 80,000 federal employees retiring or otherwise leaving the
federal government each year, there are many jobs that need to be filled. The less positive news for potential applicants,
however, is that there will still be stiff competition for most of those jobs. And while the quantity of information that
must be submitted to apply for a federal job is less than in previous years, the quality of that information may need to
be higher in order to be successful. And that’s where this fifth edition of Kathryn Troutman’s Federal Resume Guidebook
comes in.
Let me elaborate just a bit. To be sure, there have been other substantial changes in the federal hiring process over the
last 40 years. For example, in the ’70s almost all job candidates submitted their applications to the U.S. Civil Service
Commission (which became the U.S. Office of Personnel Management in 1978) under a centralized approach to screening job applicants. Today, recruiting and examining is almost totally decentralized. Each federal department and agency
has been delegated authority to recruit and assess job applicants for their positions. However, almost all of the changes
that occurred prior to this time focused on the needs and administrative process requirements of the agencies. What is
different now is that the focus has shifted to take into account the impact of the hiring process on the applicant. This
shift is driven by an understanding that some of the best potential candidates for any job will simply not bother to apply
if the process is too onerous, time-consuming, or lacking in transparency.
A memo dated May 11, 2010, from the President of the United States directed the heads of each federal department
and agency to make substantial changes to their hiring process by November 1, 2010. The memo made it clear that
those changes were to also make the process more applicant-friendly. For example, among the directed changes was the
elimination of any requirement that applicants start the process by writing essay-style answers to questions about their
relative knowledge, skills, and abilities (KSAs). Further, individuals must now be able to apply for a federal job by submitting a resume and cover letter or by completing a “simple, plain-language” application.
This is great for applicants, but it has created a challenge for at least some federal agencies. Those agencies that have
been relying heavily on the information provided in the KSA essays to help guide their selections now need to find
alternative ways to get the information they need. This means that the savvy job applicant has to find ways to make it
as easy as possible for those federal agencies to find out everything they should know about their personal qualifications
and their “fit” for the job. But they have to do that in a very concise format.
So—what’s the savvy job applicant to do? Clearly, they will need to do their homework and pay close attention to the
relevant details about the job and the application process contained in the announcement for each federal job in which
they are interested. Simply submitting the same boilerplate resume and cover letter to every job one sees is not going to
be nearly as successful as a carefully tailored response that speaks to the specifics of each job.
Finally, another action the savvy job applicant can take is to seek out those who have spent considerable time and effort
in studying the federal hiring system and who have some helpful advice to offer. The really good news in this last regard
is that if you are reading this foreword, you already hold in your hands (or are looking at on your screen) some really
good advice on how to enhance your chances of being hired for a federal job. Kathryn Troutman has literally made a
career out of understanding and tracking the evolution of the federal hiring system and translating that understanding
into practical advice for the job seeker. The federal government and the public it serves have a vested interest in ensuring that federal jobs are carried out by highly talented, motivated employees. If you have the talent and an active interest
in being one of those employees—I commend this book to your attention!
—John M. Palguta, Vice President for Policy, Partnership for Public Service
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Introduction
T

he fifth edition of the Federal Resume Guidebook has three objectives: first, to teach you how to target
your resume content toward a specific position; second, how to add accomplishments so your resume
will stand out and hopefully get referred to a supervisor; and third, to help you format your content for the
best readability for the USAJOBS resume builder.
President Obama’s Hiring Reform—enacted on November 4, 2010—was exciting and resulted in a number
of changes in this book toward the last minute.
Part 1 is all about successful writing strategies for the federal resume. Chapter 1 has a sample of a USAJOBS
resume and a paper federal resume. Chapter 2, about what happens to your resume, is all new and was added
because of Category Rating and Hiring Reform. Federal job seekers want to know how applications are
scored and what happens to their federal resume. Chapter 3 introduces the highly successful Outline Format
resume, which could be one of the most important things in the book. The federal human resources specialists really like this format because it is so easy to read and see the top skills they need for their jobs. Because of
Hiring Reform, the KSAs are now proven in the resume with accomplishments. The federal resume samples
in this book include KSA Accomplishments in the resume. The matching strategies and KSA accomplishments added into the federal resume can help you get Best Qualified and Referred. The keyword chapter is
better and shorter than ever. Nowadays we are looking for 10 keywords for each announcement and resume.
This entire section is a must read for anyone who wants a federal job.
Part 2 will help you write your federal resume with the best possible language. Being concise, positive, professional, and interesting is important in getting your federal resume read by both federal human resources specialists and supervisors. Chapter 8, “Researching the Agency’s Core Competencies,” is becoming more critical
than ever. HR specialists and supervisors are looking for basic core competencies in their new hires, including
customer services, creative thinking, and interpersonal skills. These competencies are important and should be
included in your federal resume.
Part 3 is about the second part of the federal application. This section covers Knowledge, Skills, and
Abilities narratives. Yes, the KSAs are supposed to be eliminated, but they are still written on the vacancy
announcements, covered in the questionnaires, and even sometimes included in required narratives. KSA
Accomplishments are critical to the success of your resume. In almost all cases, the total federal application
should include the federal resume and a questionnaire. The questionnaire is a multiple-choice self-assessment
of your skills. And with Hiring Reform, now cover letters are accepted along with your resume, questionnaire,
and other documents. The cover letter needs to be persuasive, informative, and impressive.
Part 4 covers how to apply for federal jobs. We look at the language and instructions in the vacancy
announcements and questionnaires. It’s all about the details and following the directions. The federal resume
is the critical application, but if you do not submit your transcripts, or submit them on time, you will lose
consideration for the job. This chapter reviews the USAJOBS resume builder so that you know the character
limits and what to expect.
Part 5 is written to inspire job applicants in certain occupational series. Each of the series we selected for the
book has a certain challenge for writing. Scientists are challenged to write a resume that the human resources
specialist and the expert hiring manager can understand. IT specialists do not think of projects or competencies. Contract specialists don’t remember that they are negotiators and business representatives, and manage
customer services. Administrative assistants don’t give themselves enough credit. Management analysts analyze, give briefings, create Excel reports, write, and analyze programs for managers; this is a very popular job
series in government. Engineers need help with describing specific projects and core competencies. Human
resources specialists need to know that the Engineering series is technical and specific—and they are hiring!
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Part 6 covers special applications for Senior Executive Service, DOD Priority Placement Program employees,
military personnel who are seeking federal careers, and military spouses who would like to begin a stable federal career while accompanying their spouse around the world. And this edition includes a new chapter for
federal job seekers with disabilities; this part gives excellent insight into using Schedule A to find positions
with special accommodations that are targeted for people with disabilities. Each of the chapters in Part 6
includes an excellent sample federal resume to help job seekers see the writing strategies discussed.
Part 7 covers the all-important behavior-based interview. It is an amazing opportunity to be invited to the
federal job interview. It is imperative that you get prepared and practice for the interview. The interview is a
test and you will be scored. This requires practice. Chapter 27 gives you practice questions and ideas for the
best answers.
Overall, this federal career text is dedicated to federal job seekers who are persevering, determined, and
deserving of an outstanding career. Good luck with your applications and follow the directions! Thank you
for purchasing this book and following the samples in it. The HR specialists will appreciate your effort when
they are reviewing resumes.
—Kathryn K. Troutman, author, kathryn@resume-place.com
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