Smokey Bear
102 Smokey Bear Blvd, Capitan, NM 88316
888-888-8888   smokeybear@gmail.com

Work History TIPS

· Prioritize most relevant and recent experience. Remove outdated or unrelated experience. Focus on demonstrating skills and competencies. Highlight within resume so HR can easily identify. 

· If you were on a career ladder position (i.e., internship pathway or 3/4/5 step program), please indicate when you were promoted to the current GS level so HR can determine one year of specialized experience. If you held a temp promotion to the same position multiple times, you can add multiple dates to that specific experience rather than showing it multiple times on a resume. 

· Specialized experience specific to the job announcement MUST be listed under work experience blocks showing GS level and dates in Month/Year format.

· If listing multiple dates/positions with the same experience, i.e. blocking experience, you MUST clearly state in the work experience write up that “experience applies to ALL positions above for GS-XX and GS-XX.”

GS-Series-Current Grade | Position Title – Agency/Company – Location | Month/Year – Month/Year or Current | Supervisor: Name & Phone Number| Email | 40 hours/week
Work experience descriptions aligned with the job announcement. Address all required qualifications if applicable. Brief descriptions to demonstrate your ability to perform the tasks at the required level as stated in the job announcement. 
GS-Series-Current Grade | Position Title – Agency – Location | Month/Year – Month/Year or Current | Supervisor: Name & Phone Number| Email | 40 hours/week
Work experience descriptions aligned with the job announcement. Address all required qualifications if applicable. Brief descriptions to demonstrate your ability to perform the tasks at the required level as stated in the job announcement.
GS-Series-Current Grade | Position Title – Agency – Location | Month/Year – Month/Year or Current | Supervisor: Name & Phone Number| Email | 40 hours/week
Work experience descriptions aligned with the job announcement. Address all required qualifications if applicable. Brief descriptions to demonstrate your ability to perform the tasks at the required level as stated in the job announcement. 
GS-Series-Current Grade | Position Title – Agency – Location | Month/Year – Month/Year or Current | Supervisor: Name & Phone Number| Email | 40 hours/week
GS-Series-Current Grade | Position Title – Agency – Location | Month/Year – Month/Year or Current | Supervisor: Name & Phone Number| Email | 40 hours/week
GS-Series-Current Grade | Position Title – Agency – Location | Month/Year – Month/Year or Current | Supervisor: Name & Phone Number| Email | 40 hours/week
Education/Certification/ Licensure
ONLY when relevant or required for the position, include your possession of education/ certification/license and provide any required documentation such as transcripts, and/or details (type and date) of certifications and/or licenses
References 
Woodsy Owl | Title | Email | Phone Number
Woodsy Owl | Title | Email | Phone Number
Woodsy Owl | Title | Email | Phone Number

*GS-Series refers to pay scale within the federal government. If you have not held a federal job before, you will not have a GS level. Still include all other information, however.
**Remember, you are limited to a 2-page resume. Only include work experiences that are most relevant to the position description/announcement. 
***Volunteer work, community service, and education can supplement and/or count towards work experience for many federal government positions. Be sure to provide a holistic view of your professional career.
