Two Page Example (LPJ)

FEDERAL RESUME 
2 Page Resume Guide

BEFORE YOU WRITE
· Read the job announcement thoroughly.
· Understand the job duties and responsibilities.
· Review qualifications, specialized experience, and education requirements.
· Check assessment questionnaires or evaluation criteria. (Located in “How to Apply” tab)
· Identify all required documents to submit.

RESUME BASICS
· Keep resume to two pages or less.
· Use plain, clear language (Avoid acronyms or military jargon).
· Tailor resume to match the job announcement.
· Focus on relevant experience for each job.

CONTACT INFORMATION
· Include full name.
· Current email address.
· Current phone number.

WORK EXPERIENCE For each relevant job held:
· Employer name
· Job title (Series and grade for federal jobs only)
· Start and end dates (mm/yy)
· Hours worked per week
· Brief descriptions showing how you meet job requirements
· Use accomplishment format: “Accomplished [X] as measured by [Y], by doing [Z]”
· Use STAR format: Situation, Task, Action, Result

EDUCATION, CERTIFICATES, LICENSES
· Name of school/institution
· Completion date
· Degree type
· GPA (if required)
· Include transcripts, certifications, or licenses if required

WRITING TIPS
· Use concise, results-focused language.
· Quantify achievements (numbers, percentages, dollars).
· Highlight most relevant experience.
· Include volunteer & community roles that support qualifications.
· Use keywords from the job announcement.
· Remove outdated or unrelated experience.

WHAT TO LEAVE OUT
· Classified or sensitive government info
· Social Security Number (SSN)
· Personal photos
· Personal details (age, sex, religion, etc.)

FILE FORMAT & DESIGN
· File size is 5 MB or less.
· Save as PDF (recommended) or accepted formats: GIF, JPG, JPEG, PNG, RTF, TXT, ODT, DOC, DOCX.
· No PDF portfolio files.
· Use standard 8.5x11-inch page size.
· Use sans-serif fonts (e.g., Lato, Calibri, Arial).
· Set margins to 0.5 inches.
· No larger than 14-point font for titles, no smaller than 10-point for body text.

Tips when writing about your work experience
1. Use concise, results-focused language. Use numbers, percentages, dollars or descriptions to highlight your accomplishments.
2. Focus on the work experience that is most relevant to the job you’re applying for.
3. Include relevant volunteer work and roles in community organizations that demonstrate how you qualify for the job.
4. Use similar terms and address every required qualification. For example, if the qualifications section says you need experience with MS Project, you need to use the words MS Project in your resume.
5. Remove or deprioritize outdated or unrelated work experience.


Important Resume Reminders

Keep resume to 2 pages or less.
Only one resume can be searchable at a time.
File size must be 5 MB or less.
Recommended format: PDF (preserves layout).
Accepted formats: PDF, GIF, JPG, JPEG, PNG, RTF, TXT, ODT, DOC, DOCX.
PDF portfolio files are not accepted.
A complete profile makes your profile searchable too.
Your resume is available to recruiters for 12 months unless you renew it.















Questionnaire and Essay Questions
Before submitting your application, it is strongly recommended that you thoroughly review the entire job announcement, including the associated questionnaire. Carefully examine the questions related to skills and experience and incorporate relevant responses into your resume to clearly demonstrate your qualifications.

Applicants applying for GS-5 level positions and above may be required to complete four essay-style questions. Please note: the use of artificial intelligence (AI) tools or assistance is strictly prohibited when responding to these essay questions. All responses must be written independently and reflect your own experience and understanding.
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AI-generated content may be incorrect.]


First MI Last Name								Citizenship: US
210.000.000	Email Address
Street Address, Apt # City, State Zip Code
Veterans Preference: 30% SCD, VRA, or Schedule A					
Professional Summary: Skilled HR Specialist with expertise in recruitment, onboarding, employee relations, and performance management. Proficient in HRIS systems, policy compliance, and workforce analytics. Strong collaborator with a focus on process improvement, engagement, and aligning HR strategies with business goals. Active Secret Clearance. 		
Work Experience
[bookmark: _Hlk210047195][bookmark: _Hlk210047236][bookmark: _Hlk210046257]Employers Name, Job Title (Series & Grade for federal jobs only. Program Analyst GS-343-11)	mm/yy - Present
City, State											40 hrs/w
· [bookmark: _Hlk209618656]Spearheaded a company-wide onboarding revamp, reducing new hire ramp-up time by 30% and improving first-month satisfaction scores by 40%

· Led resolution of a high-turnover issue in the customer service department by implementing targeted retention strategies, resulting in a 25% drop in attrition within six months

· Designed and launched a performance management system that increased employee engagement scores by 18% and streamlined annual review cycles

· Managed end-to-end recruitment for 50+ roles across departments, cutting time-to-fill by 20% through proactive sourcing and improved screening protocols

· Facilitated conflict resolution workshops that decreased interdepartmental grievances by 35% and boosted team collaboration metrics

Employers Name, Job Title (Series & Grade for federal jobs only. Program Analyst GS-343-11)	mm/yy - Present 
City, State											40 hrs/w
· Spearheaded a company-wide onboarding revamp, reducing new hire ramp-up time by 30% and improving first-month satisfaction scores by 40%

· Led resolution of a high-turnover issue in the customer service department by implementing targeted retention strategies, resulting in a 25% drop in attrition within six months

· Designed and launched a performance management system that increased employee engagement scores by 18% and streamlined annual review cycles

· Managed end-to-end recruitment for 50+ roles across departments, cutting time-to-fill by 20% through proactive sourcing and improved screening protocols

· Facilitated conflict resolution workshops that decreased interdepartmental grievances by 35% and boosted team collaboration metrics

[bookmark: _Hlk209619619]Employers Name, Job Title (Series & Grade for federal jobs only. Program Analyst GS-343-11)	mm/yy - Present
City, State											40 hrs/w		
· Spearheaded a company-wide onboarding revamp, reducing new hire ramp-up time by 30% and improving first-month satisfaction scores by 40%

· Led resolution of a high-turnover issue in the customer service department by implementing targeted retention strategies, resulting in a 25% drop in attrition within six months

· Designed and launched a performance management system that increased employee engagement scores by 18% and streamlined annual review cycles

· Managed end-to-end recruitment for 50+ roles across departments, cutting time-to-fill by 20% through proactive sourcing and improved screening protocols

· Facilitated conflict resolution workshops that decreased interdepartmental grievances by 35% and boosted team collaboration metrics

Employers Name, Job Title (Series & Grade for federal jobs only. Program Analyst GS-343-11)	mm/yy - Present
City, State											40 hrs/w		
· Spearheaded a company-wide onboarding revamp, reducing new hire ramp-up time by 30% and improving first-month satisfaction scores by 40%

· Led resolution of a high-turnover issue in the customer service department by implementing targeted retention strategies, resulting in a 25% drop in attrition within six months

· Designed and launched a performance management system that increased employee engagement scores by 18% and streamlined annual review cycles

· Managed end-to-end recruitment for 50+ roles across departments, cutting time-to-fill by 20% through proactive sourcing and improved screening protocols

· Facilitated conflict resolution workshops that decreased interdepartmental grievances by 35% and boosted team collaboration metrics

[bookmark: _Hlk210047381]Education
Education, certifications or licensures—If the job announcement requires any education, certifications or licensures, make sure you include the required information on the resume.


Name of School, mm/yy 
Master’s of Arts in Organizational Management, GPA 3.85

Additional Information

The job announcement will list any “additional information” you should include in your resume. Read the job announcement and make sure you include any information specified in the job announcement when applying.

Additional information you may need to provide:
· Current security clearance
· Job-related training
· Language skills
· Organizations and affiliations
· Professional publications
· References
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Short Essay Questions

‘The Following four narrative questions provice an opporturity or you to highlight your Gecication to pubii servce for the hiring manager and agency leadership
{or Cesignees). While your responses are not required and will not e score, we encourage you to thoughtfully accress each question. Please provice a resporse
of 200 worcs or e to each question. You will be asked to certify that you are using your own words and cid not use a onsultant o artifical nteligence (al) such
a3 large language moce! (LLM) like ChatGPT or Copilot.

1. How has your commitment to he Constitution and the Founcing principles ofthe Urited States inspired you to pursue this ole within the Federal
‘government? Provice & concrete exemple from professional, acacemic, or personl experience.

I this role, how would you use your sklls and experience to improve government efficency and effectiveness? Provide specfic examples where you
improved processes,reduced costs, o mproved outcomes.

How would you help acvance the Presicent's Executive Orders and policy prioritesinthis ole? dentify one or two relevant Executive Orders or
policy initatives that ae significant to you, and explain how you would help implement therm f hirec.

How has astrong work ethic contributed to your professionl, acacermicor personal achievements? Provice one of two specfic examples, and
xplan howw those gualities would enable you to serve effectively n this positon.

5.1 certifythat the above responses are in my own words and | i not use a consultant or Artifical nteligence (such s a large language model (LUM).
ves

o




