
First mi and last Name
1234 SomeStreet (  Somewhere, WI 12345  (  123.456.7890 (  Someone@gmail.com
APPLICANT FOR:

VACANCY ANNOUNCEMENT NUMBER:  
POSITION TITLE/GRADE:  
DEPARTMENT: 
CITIZENSHIP: 

CURRENT SECURITY CLEARANCE:  
Summary of Experience

In paragraph form list and explain your professional experience, training, and education to include years of experience and how it connects to the job you are applying for. Think about what your qualifications are, what you bring to the table and why they should hire you (quantify your skills and experience). Below is an outline to get you started.

Over # years of position title experience in the industry with a strong reputation as a reliable and trustworthy professional. Consistently demonstrates skill, skill, and skill. Subject matter expert in… passionate about … 

PROFESSIONAL WORK EXPERIENCE

NOTE: List ALL of your experience in reverse chronological order 
NOTE: Go back as far as your work experience is relevant 

Company Name








           00/0000 - Present

Position Name





    


           $000,000
May Contact Supervisor: Supervisors Name, 000.000.000


           # hrs per Week 
Place “hat” here (List 3 to 5 hats per job) 

 List 3 to 5 bullets that belong to the “Hat” above along with a minimum of 1 accomplishment. 

- Add bullet comment

- Add bullet comment

- Add bullet comment

+ Add Accomplishment
+ Add Accomplishment
PLACE SECOND “hat” here
 List 3 to 5 bullets that belong to the “Hat” above along with a minimum of 1 accomplishment. 

- Add bullet comment

- Add bullet comment

- Add bullet comment

+ Accomplishments 

+ Add Accomplishment

Place  third “hat” here
List 3 to 5 bullets that belong to the “Hat” above along with a minimum of 1 accomplishment. 

- Add bullet comment

- Add bullet comment

- Add bullet comment

+ Add Accomplishment  

+ Add Accomplishment

Company Name








         00/0000 - 00/0000


Position Name





    


         $000,000

May Contact Supervisor: Supervisors Name, 000.000.000


         # hrs per Week 

Place “hat” here (List 3 to 5 hats per job) 

 List 3 to 5 bullets that belong to the “Hat” above along with a minimum of 1 accomplishment. 

- Add bullet comment

- Add bullet comment

- Add bullet comment

+ Add Accomplishment

+ Add Accomplishment

PLACE SECOND “hat” here
 List 3 to 5 bullets that belong to the “Hat” above along with a minimum of 1 accomplishment. 

- Add bullet comment

- Add bullet comment

- Add bullet comment

+ Accomplishments 

+ Add Accomplishment

Place  third “hat” here
List 3 to 5 bullets that belong to the “Hat” above along with a minimum of 1 accomplishment. 

- Add bullet comment

- Add bullet comment

- Add bullet comment

+ Add Accomplishment  

+ Add Accomplishment

Repeat as needed…
EDUCATION


NOTE: Place significant civilian and military education here…
Insert Education Institute 







     MM/YYYY
Degree obtained or in pursuit of 

Insert Education Institute 







     MM/YYYY
Degree obtained or in pursuit of 

PROFESSIONAL SKILLS AND TRAINING


NOTE: Place additional civilian and military trainings here…
Insert Course Title (Insert Length of Training) 






YYYY
Insert Course Title (Insert Length of Training) 






YYYY

Insert Course Title (Insert Length of Training) 






YYYY

Insert Course Title (Insert Length of Training) 






YYYY

Insert Course Title (Insert Length of Training) 






YYYY



HONORS, AWARDS AND SPECIAL ACHIEVEMENTS


NOTE: List military, civilian, and educational honors, awards, special achievements, and scholarships here 
VOLUNTEER EXPERIENCE

NOTE: Place any volunteer work that highlights your experience and ability to perform the job you are applying for. 
Insert Organization






        MM/YYYY – MM/YYYY

Insert position title 
Insert Organization






        MM/YYYY – MM/YYYY

Insert position title 

Insert Organization






        MM/YYYY – MM/YYYY

Insert position title 

PROFESSIONAL AFFILIATIONS/ASSOCIATIONS

NOTE: List any professional affiliations/associations that you are currently apart of, ensure that the visions of these affiliations don’t clash with the visions of the company you are applying for.
Insert Affiliation/Association 

Insert Affiliation/Association
Insert Affiliation/Association 

KNOWLEDGE/SKILLS/ABILITIES


NOTE: This section will help you specifically tailor your experiences to the knowledge, skills, and abilities to perform the job. 

Specific things to keep in mind: 

· Create KSAs based on the job announcement and corresponding questionnaire. Feel free to re-word the questions from the questionnaire to showcase your experience below. 
· This is a section where you can include experience you have had outside of your jobs – ie. Volunteer experience, educational experience and associations etc. 

· Use onetonline.org to help build KSA bullets based on your experience.
· This is the only section where you are allowed to use pronouns.

1. Knowledge of (insert knowledge based skills from job posting/questionnaire)

- 

- 
- 
-

2. Knowledge of (insert knowledge based skills from job posting/questionnaire)

- 

- 
- 
-

3. Knowledge of (insert knowledge based skills from job posting/questionnaire)

- 

- 
- 
-

4. Ability to (insert ability based skills from job posting/questionnaire)

- 

- 
- 
-

5. Ability to (insert ability based skills from job posting/questionnaire)

- 

- 
- 
-

6. Ability to (insert ability based skills from job posting/questionnaire)

- 

- 
- 
-

Core Skills:
NOTE: Insert bullet points that you would like to share but haven’t already done so – ensure again it connects to the job description that you are applying to. 
- 

- 
- 
-

Strengths:

NOTE: Insert bullet points that you would like to share but haven’t already done so – ensure again it connects to the job description that you are applying to. 
- 

- 
- 
-
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