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  What to include in your Federal Government resume 

           

 
 

Federal jobs often require that you have exper 0 5T696ce in a particular type of work for a 
certain per od of time. You must show how your skills and experiences meet the 
qualifications and requ 0 5T6rements listed in the job annou6cement to be considered for the 
job.0 5T6 

Include dates, hours, level of experience and examples for each work experience 
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When explaining your accomplishments: 

�x Include examples of how you saved money, earned money, or managed money.

�x Include examples of how you saved or managed time.

Examples 

�x “Improved efficiency of document processing by 25% over the previous year”.

�x “Wrote 25 news releases in a three-week period under daily deadlines”.

�x “Managed a student organization budget of more than $7,000”.

�x “Wrote prospect letter that has brought in more than $25,000 in donations to date”.

These statements show in concrete terms what you accomplished. 

More resume writing tips 

Customize your resume 

You should tailor your resume to the job announcement rather than sending out the same 
resume for every job. Customizing your resume helps you match your competencies, 
knowledge, skills, abilities and experience to the requirements for each job. Emphasize 
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