
How to Create Your Resume in USAJ0BS.GOV 

Two Options _ 

A. Upload Standard Resume 

1. Less than 3 MB. 

2. JPEG, GIF, JPG, PNG, RTF, PDF, DOC, DOCX. 

B. Create Resume Using USAJ0BS.GOV 

1. See tutorial on website. 

2. It will take you job by job and ask you questions about the title of your job, dates 

you held the position, supervisor name, contact information, job duties, etc. 

3. You can cut and paste from a WORD document. 

4. You do not have to use complete sentences. You can use bullet points and some 

abbreviations if they are commonly known or defined. 

Tips for Resumes for USAJOBS (for both methods) 

A. Be sure you include ALL the information the job announcement requires. Do not leave 

any information out or your application will be rejected. 

B. May ask for salary information. 

C. Be honest! Be able to back up everything you claim. 

D. Tailor it to the job you are seeking - emphasize things that are directly relevant to the 

position you want. : 

E. You may have up to 5 resumes in your USAJOBS account. 

F. Use strong action verbs to describe your duties: created, developed, organized, 

responsible for, independently, etc. Paint yourself in the most favorable light! 



G. Give specific examples. 

H. Make sure the tense (past or present) is correct and be careful to use it consistently. 

I. Space is a consideration - you are limited in each entry. 

J. Don't forget to include your honors, awards, publications, etc. You can also upload 

certificates, etc. iniu your profile and can include them along with your applications. 

Dean's List is an honor, so if you made it, include it! 

K. Be sure to list any professional organizations or professional activities. Consider joining 

a paralegal association. Include positions of leadership and membership in other 

organizations if relevant to the position you seek. 

L. Check with your references before you list them! 

M. Be sure to proofread and spell check. DO NOT RELY on Spell-check! It can sometimes 

get you in trouble! Ask a friend to assist you in proofreading. 

N. Be careful about including private information such as SSN or DOB. 

O. Be careful you do not include any sensitive or privileged information about prior 

employment. Remen-ibev'client confidentiality and your ethics training. Do not disclose 

classified information if you are a current or former U.S. Govt, employee or contractor. 

P. Consider making your profile NOT SEARCHABLE if you include private information you 

don't want public. 

Q. Remember that you will have to attach your resume to every job you apply for with 

USAJOBS. It will NOT automatically attach and without it, your application will be 

incomplete. 
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