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The USAJOBS Resume Builder allows you to 
create one uniform resume that provides all of 
the information required by federal government 
agencies. This resume will be used in the selection 
process. 

Resume Building Tips
• Tailor your resume to a specific job 

announcement. 
• Address all the qualification criteria in your 

resume. 
• Be honest—don’t exaggerate or be overly 

humble.  
• Use specific dates (month and year).  
• Include examples of how your experience 

matches the job requirements. 
• Use simple language without jargon.
• Incorporate key words from the job 

announcement in your resume, when applicable.
• Show both civilian and military experience. 
• List any certificates, training, memberships, or 

awards you have received that may be related to 
the job qualifications.  

• Proof-read and recruit others to proof-read again.

USDA is an equal opportunity provider and employer.

For more information:
All federal Vacancies: www.usajobs.gov/

Veteran information: www.fedshirevets.gov/

Person with disabilities:
www.opm.gov/disability/PeopleWithDisabilities.asp
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Building a government
resume



Knowledge, Skills & Abilities (KSAs) 

Be Concise
Recruiters are inundated with applications and are faced with 
weeding out the good from the bad. The first step involves 
quickly skimming through submissions and eliminating 
candidates who clearly are not qualified. Therefore, your 
application needs to pass the skim test.

Look at your resume and/or KSA’s and ask yourself:
• Can a hiring manager see my main credentials within 10 

to 15 seconds?
• Does critical information jump off the page?
• Do I effectively sell myself on the top quarter of the first 

page?

The Sales Pitch
It is crucial your resume and KSA’s get right to work selling your 
credentials. Your key selling points need to be prominently 
displayed at the top of the first page of the resume and directly 
address each question asked in the KSA section. For example, if 
an advanced degree is an important qualification, it shouldn’t 
be buried at the end of a four-page resume. If a KSA question 
asks about your writing ability, immediately detail your 
experience instead of enjoyment of it.

Interpretive guide at El Capitan caves. These guides 
usually have a geology background and learn site 
specific information on the job. 

Use an Editor’s Eye
Many workers are proud of their careers and feel the 
information on a resume should reflect everything they’ve 
accomplished. However, a resume shouldn’t contain every 
detail and KSA’s should only address the question at hand. So 
be judicious. If your college days are far behind you, does it 
really matter that you pledged a fraternity or delivered pizza? 
Use Numbers to Highlight Your Accomplishments
Example: Wrote 25 news releases in a three-week period under 
daily deadlines.

As opposed to: Wrote news releases.

Clearly the second statement carries more weight. 
Why? Because it uses numbers to quantify the writer’s 
accomplishment, giving it a context that helps the interviewer 
understand the degree of difficulty involved in the task. 
Numbers are powerful resume tools that will help your 
accomplishments draw the attention they deserve from 
prospective employers. 

Think Money
Think about ways you’ve saved, earned, or managed money in 
your internships, part-time jobs and extracurricular activities 
so far. A few possibilities that might appear on a typical college 

student’s resume:
• Identified, researched and recommended a new Internet 

Service Provider, cutting the company’s online costs by 15 
percent.

• Wrote prospect letter that has brought in more than 
$25,000 in donations to date.

• Managed a student organization budget of more than 
$7,000.

Think Time
You’ve heard the old saying, “Time is money”.  Organizations 
are constantly looking for ways to save time and do things 
more efficiently. They’re also concerned about meeting 
deadlines. So whatever you can do on your resume or in your 
KSA’s to show that you can save time, make time or manage 
time will grab your reader’s immediate attention. Suggestions:
• Assisted with twice-monthly payroll activities, ensuring 

employees were paid as expected and on time.
• Attended high school basketball games, interviewed 

players and coaches afterward, and composed 750-word 
articles by an 11 p.m. deadline.

• Suggested procedures that decreased average order-
processing time from 10 minutes to five minutes.

Interpretive specialist at Begich, Boggs Visitor Center. 
They interact daily with visitors helping to tell the story of the 
forest.

Wildlife techicians gather and research 
information and help to educate the public about 
wildlife on the national forests.

A volunteer performing nest island monitoring. Volunteering 
helps develop or diversify your job experience and career 
choices.

A Career Working for the Great Outdoors 


