SUMMARY OF RESUMIX APPLICATION PROCESS

A.  Go to www.donhr.navy.mil
1.  Click on “Job Opportunities”

2.  Click on “Jobs, Jobs, Jobs”

3.  Click on Map anywhere within Southeast Region.

4.  Click on any GS/DEMO “MULTIPLE GRADES” Vacancy Listing

5.  Review Application instructions and other information.  Make a note of any announcements that you might wish to respond to.

You may submit your resume at any time. Individual vacancy listings will not always be posted.  To assure you do not miss an opportunity, we recommend you submit your resume right away.  You can direct inquiries to the HRSC-SE Call Center at 1-877-854-3461/3462.

B.  Use “Back” to return to this page.

C.  You may submit your resume to HRSC SE one of three ways:


- Mail a “hard copy” to the address on the job opportunity announcement.


- Copy your resume into an email message to the HRSC.


- Use the on-line Resume Builder to build a resume which can be saved (using a password); retreived and revised; submitted electronically; and retreived and revised and re-submitted – even after initial submission to the HRSC SE – and even to a different Navy HRSC.

D.  INSTRUCTIONS TO CREATE AND EMAIL YOUR RESUME:


Return to Resumix Notice and Click on “Resume Template” to open a resume template.


Build resume in Word in format similar to the template.  Your resume should be limited to no more than 5 pages (NOT including the 17 questions and Race/Ethnic Origin/Gender questions at the end of the sample resume).  Save your resume with appropriate name and drive designation.

Go to Netscape (or home email system) and create a new email message addressed to wantajob@se.hroc.navy.mil.

Return to Word and “copy” the entire resume (Hint: use <ctrl> a to select all – or highlight entire document using mouse -- then click on “copy” icon or select “copy” from “edit” menu)

Return to your new email message and “paste” your resume into the text area of your new message.  DO NOT ATTACH IT AS A SEPARATE DOCUMENT.  It must be included as text in the email message.

Send your email message assuring that  you retain a copy in “sent mail” or send a copy to yourself.  Recommend printing a hard copy as well.

E.  INSTRUCTIONS TO CREATE AND SUBMIT YOUR RESUME USING “RESUME BUILDER”

RECOMMENDATION:  Build resume in Word (or open existing resume) in format similar to template discussed above.  Hint: use separate line on your resume for each data field to simplify copy-paste process.

There is room for six (6) individual experience blocks.

Input entries to each field or copy-paste entries as you wish.  Hint:  You can copy-paste every entry – but some, like dates, might be easier to just type in.  Each field must be copy-pasted separately – but, for example, each “description of Duties and Accomplishments” is a single field and can be copy-pasted as a unit.  Similarly: Professional Training is a single field and can be copy-pasted as a unit.

At bottom of questionnaire is a menu with the following options:

PROCEED – Allows you to view the resume, print a copy, and submit it electronically.  Also automatically saves a copy.  You can go back to this resume and revise and/or resubmit at any time by using your password.

CANCEL – Exits the form without saving and deletes your resume from the system

RECOMMENDATIONS:


(At least the first time you do this) read over the resume in “view” and make a note of anything you want to change – or print a copy and mark it up.


Print a copy after you’ve made any changes before you submit it.


Keep the printed copy with your Word resume

NOTE:


You will have an opportunity to make changes if necessary before you submit – and return to this menu after you make changes.  

