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WHY USE THE DEPARTMENT OF THE NAVY'SON-LINE
RESUME BUILDER?

. East processing of resumes: When you click on the "Submit" button your resumeis
sent to the HRSC within minutes and normally will be processed within two
business days. Resumes sent viae-mail or U.S. mail may take seven to ten business
daysto process. Applicants cannot be considered until their resumes are
successfully processed.

. Proper formatting: The Resume Builder will properly format your resume and will
save it for you for later use.

. Most current Additional Data Sheet: You never have to worry about having the
most current Additional Data Sheet (ADS) because the ADS questions are included in
the Builder. Your resume can never be rgected for having an out-of-date ADS. In
addition, your resume will never be rgjected for not answering all the ADS questions
because the Builder will not let you submit your resume unless all the ADS questions
are answered.

. Nodatainput errors: Operator datainput errors will not occur asthe Builder
automatically "flows" your resume and ADS answers into our e ectronic resume
database.

. Courtesy Copy: If you include your e-mail address at the appropriate prompt, the
Builder will send you a copy of your resume for your files.

I mmediate Confirmation: Y ou recelve an immediate confirmation of resume
transmission.

. Security: Your personal information is safe and secure in the Builder. Itis
password-protected and encrypted.

. Elexibility: Once you have created your own password protected Resume Builder
User Account, you may use that account to submit resumes for positions serviced by
one, several, or al of the Department of the Navy's Human Resourse Service Centers
(HRSCs).

. Application Express: At the present time, many of the Navy's HRSCs (including
the HRSC-SW) allow applicants to have only one active resume on file. Application
Express was created to give applicants a fast and easy way to be eligible for
consideration for multiple positions at HRSCs that allow only one active resume on
fileat atime,




ON-LINE RESUME BUILDER TIPS

Describe your experience with specific words and phrases rather than vague
descriptions. For example, rather than using "communicates orally and in writing", it
is better to use "writes complex technical documents and reports; prepares policy
statements; devel ops and presents power point briefings to large groups.”

Use jargon and acronyms specific to your industry, but also spell it out at least once
for readers unfamiliar with the terms.

Y ou can have more than one paragraph for each experience block, but keep
paragraphs short by entering a carriage return (blank line) after at least every 20 lines.

Don't usesignsand symbolssuchas% #* () / =.

Y ou can "cut and paste” from word processing packages, e.g., Microsoft Word or
WordPerfect, into the experience blocks on the Resume Builder.



INSTRUCTIONS FOR USING THE NAVY'S ON-LINE
RESUME BUILDER

Go to www.donhr.navy.mil. It will take you to the Department of the Navy's Human
Resources (DONHR) homepage.

From the DONHR homepage (Civilian Human Resources), click on the blue tab marked
JOB OPPORTUNITIES.
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After reading all the "How To Apply" instructions, click on the link located on the left side
of the page marked Jobs, Jobs, Jobs.
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How To Apply
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Click on Click Here To Continue
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8.

When the job listing is displayed, it can be sorted by any of the column headings (e.g.,
Announcement Number, Position Title or Location). For example, to sort by position

title, click the heading marked Position Title.
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Locate the vacancy in which you are interested and click on the position title. This opens
the job announcement.
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Read the entire announcement carefully paying particular attention to the Area of
Consideration and Who May Apply sections to make sure you are eligible to apply.



9. Scroll to the bottom of the announcement and click the button marked Take Me to the
Resume Builder.
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10. The Resume Builder will open; use the scroll bar to move down the page.
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11. If you have never used the Resume Builder before, you will need to establish an account.
Click on the button marked Click here to create new account..
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DELETE YOUR ACCOUNT HERE
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12. The "create new account” page will open. Fill in the blanks and click on the Register
button. Be certain that Social Security Number is correct before registering.
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When your account has been registered, click the button marked Click here to continue.
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14. The Login page will open. Enter your SSN and password under LOGIN HERE and click on

the button marked Enter SSN/Password and Click here to login.
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15. A screen acknowledging authentication of your SSN and password will be displayed. Click
on the button marked Click here to continue.
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16. The Online Resume Builder will open. Read all instructions carefully and scroll down the
page.
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RESUME EUVILDER INSTRUCTIONS

Please enter your information in the resume builder fields as you would ke it to appear in
your resume. Be sure to provide all of the requested information.

There are several required fields on this form. They are ilustrated in red, falicized text, You
will ot e able b submit your resume using this bullder if any regquired information is

misging.

Use the TAB key to move to the next data field or SHIFT-TAB to go bach to the previous
fiedd,

Do not use signs and symbols such as % # 7 () /=, Use @ sign only in the designated E-
hail Address Block,
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17. Complete the form making sure to fill out all required fields (those in red). Do not use signs
and symbols such as % # () / =. Be sure your spelling is correct - there is no spell
checker. As each section is completed, click on the button marked Before proceeding,
click here to SAVE.
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™ Person with Disatsility

I© Outetanding Sehalar
I~ Current Student

Owerseas Applicants Onky:

I~ Overseas Military Spouse Preference Eligible
™ Dverseas Famiby Member Preference Eligible

™ Quergeas Limited Appointment Sligible
Mene of the Above:

T Ifnane af the above categories apply to you, you
the Mavy job announcements. Please review the "Wha
anneuncement to determine whether or not you are elig
submitting your resume,

Eiefors procseding dick hars o SAVE |

ilf - PERSONAL INFORMATION =

18. Upon completing the resume, it can be saved, previewed and printed by clicking on the
button marked Preview. If submitting the resume, be sure to click the button marked
Submit. If you wish to save the resume but not submit it, click on Exit.

o=+ @AM AEI S8 I R CEE
I lam applying fer an announcement in a geegraphic area other than the ones =
listed above

BACKGROUND SURVEY - (Answers o the following
questions are strictly voluntary.)

A RacelEthnie Status;

| =l .
Click to

B. Sex:- Preview
and Print

Te SAVE, PREVIEW, andiar PRINT your resume, click here:
To SUBMIT your resume, click here:

To SAVE your resume and EXIT without submitting, cick Fere:

Click to save
but not
submit

To EXIT without saving or submitting your resume, click here:

11



When the SUBMIT button is clicked, the following is displayed:
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Your data has besn saved
Chick SUBMIT to transmit vour Resurme to the Human Regources Service Center SOUTHWEST or elick CONTEIUE Lo
retum to the Reswme Builder.

A notification of transmission will be displayed and an email confirmation will be sent to the
email address entered in the Resume Builder. Complete the process by clicking on BACK
to HOME PAGE. Allow 2 business days for the resume to become active in the
Southwest Region’s inventory database.
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DEPARTMENT OF THE NAVY
 ON-LINE RESUME BUILDER

Resume Transmission Notification

Thiank yol for wsing the Depariment of the e Rasume Bullder Your resure hes baen SENT [o e Hums Resorces Sandca
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d fior spadific instmuctions on how
1o do ea
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USING APPLICATION EXPRESS

Once your resume has been submitted and is active in the Southwest Region’s database,
additional job announcement numbers may be added by using Application Express. Note:
Do not use Application Express unless you have an active resume on file with our office.
Allow 48 hours for processing after the resume has been submitted. Also, Application
Express cannot be use for announcements beginning with the letters DEU.

Go to www.donhr.navy.mil to access the DONHR homepage. Navigate to the Job

Opportunities tab and click. Click on Jobs, Jobs, Jobs, then on Click Here to Continue.
Select Southwest Region from the map and wait for the job listing to open. Navigate to the
job announcement you wish to add to your resume and scroll to the bottom just as was
done for the Resume Builder. Click on the button marked Application Express.
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Once the Application Express page is displayed, click on the down arrow on the box
next to the question: “l have a current up-to-date resume on file with the Human
Resources Service Center, SOUTHWEST and wish to use that to apply for this
announcement?" Select “Yes”. Click on the button marked Submit.
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When the Application Express page opens, complete all requested information making
sure the ones in red are complete. Be certain your Social Security Number is entered
correctly — this is very important. When finished, click on the button marked Submit
My Application Express.
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Position Tille: ELECTRICIAN {HIGH WVOLTAGE)

Fay PlaniSenes!Grade: FWS-2810-MULTIPLE GRADES

Cantact Phone Number [required]; &=scos fruie R #2 Click to
Froneichs D H i spplcobda | | .

submit
E-tadl Address: |

Fumay smcas b likm 42 racaben @ copy o woir Gppliostise Expuay. plses snsum thstbha sbave Ermsl sddram i conarl

Sulbrrit ke Agplicalon Exprass
Lo TR D oY T T R P E I e R DT PG TR Eon oy Tt Tt R TR TR T E
Cance] and Faium 1 thie Job Dpporunty Basech Aesuls Paca ]
] e BT 5

14



5.

The Application Express Notification will display.
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v ‘g’ DEPARTMENT OF THE NAVY
:f" APPLICATION EXPRESS

Application Express Notification

Thank you for using the Department of the Navy Application Express,

Your request o use your current resume on fle 3t the Human Resources Ser Click hereto bT to apply for
2810, ELECTRIZIAN {HEGH VOLTAGE), FWS-2810-MULTIPLE GRADES has b Resources

Service Center, SOUTHWEST for consideration for this announcement. returntothe
You have srbers| wy.mil an the E-mail address field. DONHR Application
Express will be 58 FE-malandress within the next couple of minutes{  hOMe page [t Humman
Resources Service Cemter, SOUTHWEST.

Take Me To Job Dppodintie: Saech Pagd

o =
Taka bda Ta The DIRHR Homepage |

A copy of your Application Express information will be emailed to the address you
provided.

Either close the browser or return to the DONHR homepage by clicking on the button
marked Take Me To The DOHR Homepage.
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PRINTING A HARD COPY OF YOUR RESUME

To print a hard copy of your resume, from the last page of the Resume Builder click
on the button marked Preview.

tos @AM EI - TFw - R [ 48 - 3 |
I lam applying for an anneuncement in a geegraphic area other than the ones |
listed above

BACKGROUND SURVEY - (Answers (o the following
guestions are strictly voluntary.)

A RacelEthnic Status;
| =
B. Sex:
. /
Te SAVE, PREVIEW, andiar PRINT your resume, elick here: FREVEW
To SUBMIT your resume, click here: 28T
To SAVE your resume and EXIT without submitting, cick here: EAIT |
To EXIT without saving or submitting your resume, click here: CAMCEL

Vi apion e
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3787 Cawem Place MW
Wasteland WA FEF0

Conract Fhone [3607595-3922

EXTERIENCE 1:
(919597 o precent; 40 hours per weele, Budeet Aesistard; G5-361-07. Temparary Emplosee Mo, Temp arary
Prometion Mo, Finanoial Eesearce Bgmt Dept; Waral Submanme Base Bangor, Tioher Walf, 555-2222

Diubes and Arcomphshnents: Mantam budeet woque Bies, inchdme reports, fmd suhecrabions and

correepon dence, Pregsds find uthoriz aton dhemges utilizng Bxcel, Budmpet Optar, Staalan and Stare-FL

programs. Assist o the development and mantznance of satsbcal and budget cost spstems, incladng tistornical

crats Independesdy gather data and produce stafisncal praphs and choeets for boets by egher

amthocdy. Gather monthly shlgetion data Bom Steflan a2 veqoired. Ddamntae cormand wifimded bist. bisintain a

comprehiensie weck wik program by cellecting wrerk umts to be used i vamous budees submssien and ceports

Dawelogs e padehe etefancaal reporte a2 regin ed utheng MacreesB Crace programe, Aaet in the prepagation

af budgst and apporionment exhibits and associated budeetary date Compde budpstars data 1 oecurring &
fof”
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3. Click on Print to produce a hard copy of the resume.

/Y Preview - Microsoft Internet Explorer

EXPERIENCE 1:

costs. Independently gather data and produce statistical graphs and charts

comprehensive worle unit program by collecting work units to be used in v

4]

5 A @ W 3B 8 g ¥
Refrezh Home: Search Favortes  History M ail Size Frint it

/oc.navy.mila’resume_aspa’display&asp

Privff.. Chil+F

Frint Prexiew...

Send » T

Import and Export.... 0

Fropertiez 555.5023

‘wéork, Offline

LCloze

09-1997 to present, 40 hours per week, Budget Assistant, G3-561-07, Temporary Employee Mo, Temporary
Promotion Mo, Financial Rescurce Mgmt Dept; Maval Submarne Base Bangor, Timber Wolfl 555-2222

Duties and Accomplishments: Mantam budget unique files, including reports, fund authorizations and
cotrespondence. Prepare fund authorization changes utilizing Excel, Budget Optar, Starlan and Stars-FL
programs. Assist in the development and maintenance of statistical and budget cost systems, mcluding historical

for briefs by higher

authority. Gather monthly obligation data from Starlan as required. Iantain command unfunded hst. Waintain a

artous budget submission and reports.

Develop spreadsheets/inancial reports as required utiizing Microsofi Ornce programs. Assist in the preparation
of budget and apporfionment exhibits and associated budgetary data. Compile budgetary data in recurnng

Editz this page.

4. Printer information will be displayed — click on OK and resume will print.

; Preview - Microsoft Internet Explorer

I File=  Edit “iew Favorites Toolz Help

™ Print all linked documents [ Print table of links

Ok Cancel |

o B ; = = o
v-'*ji§|\ﬁ_ﬁ&‘ B 9 w 7
Bac Print ﬂ_?i! ary Size Frint Edit

Address | G
| Addres ~ Pririter —I gie
Hame: YWPAFS 100N director_sps ﬂ Eroperties I =
Status: Ready
Type: HF Lazer)et 4000 Senez FCL B
Wwhere:  pacd000-2
Comment: I Prirt to file ...
— Plrint range i~ Copie:
O] Murnber of copies: 1 -
= Copies: -
 Pages [rom:l" Lo:l1 -
5 Selentnn _] 1 |_2 2 _;' 3| [T Collate
Temporary Employee Mo, Temporary
i Print frames B angor; Timber Wolf, 555-2222
tts, fund authorizations and
Crptar, Starlan and Stars-FL
zet cost systems, meluding historical

s for briefs by higher

ain cormmand unfinded list. MMaintain a
various budget submission and reports.
ce programs. Assist i the preparation

«

of budget and apportionment extubits and associated budgetary data. Compile budgetary data m recurnng

o
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