PRIVATE
SAMPLE SECP RESUME FORMAT - RECOMMENDED LIMIT = 5 PAGES

NAME First MI Last (PROVIDE YOUR NAME AND SSAN ON EACH PAGE)
SOCIAL SECURITY NUMBER
MAILING ADDRESS
HOME PHONE
WORK PHONE
E-MAIL ADDRESS (Do not underline email address)

SUMMARY OF SKILLS – List in order of priority, the skills you possess for the types of positions for which you most desire consideration. (E.g., Mechanical Engineer, Program Manager, Aircraft Engine Mechanic, Aircraft Electrician, etc.) Document the performance of duties in which you used these skills in the Experience and Employment History Section. Enter all the actual skills you possess, (e.g., Finite Element Analysis, Design of Experiments, Budget Preparation, Spreadsheets, Aircraft Engine Assemblies, Electrical Motor Fabrication, etc.)

EXPERIENCE and EMPLOYMENT HISTORY
Enter the following information beginning with your most recent employment:
–Start and End Dates (month and year)
–Hours Per Week
–Position Title
–Pay Plan, Series, Grade (if Federal civilian position)
–Employer’s Name (agency or company) and complete mailing address
–Supervisor’s Name and Phone Number
–Description of Duties and Accomplishments (includes volunteer work)
Include all major tasks including: systems you worked on, software programs you used, regulations, directives and procedures you used, special equipment and tools you used, type of aircraft or other specialized machinery you worked with, any special programs you may have managed, and number of employees supervised. 
–All Acquisition Duties (if applicable)
Indicate percentage of time spent on acquisition duties

EXAMPLE:
January 1995 - Present; 40 hours per week; Aircraft Electrician; Joe’s Plane Repair, Inc., 123 Airplane Alley, Airplane Town, TX 78999; Mr. Fred Jones (210) 123-4567. Performed various tasks necessary to fabricate, assemble, install, overhaul, test, troubleshoot, and complete final operational check-out of electrical motors and equipment, electrical harnesses, junction box assemblies, relays, aircraft electrical systems, including instruments. Responsible for performing continuity and power checks on electrical harnesses in conjunction with continuity checks; working to verbal or written specifications utilizing blueprints, wiring diagrams, and work sketches as assigned. 


EDUCATION: 
Enter the highest level completed: 
-Name, City and State of School for Highest Level Completed (High School, College, or University)
-Major and Minor Fields of Study. 

-Year Completed 
-Type of Degree


EXAMPLE:
Texas A&M University, College Station, TX, Major: Nuclear Engineering, 1996, Bachelor’s Degree

PRIVATE
SPECIALIZED TRAINING: List any training courses you have completed and consider valuable and relevant to your career goals. Include dates and length of training. List Military Specialty Codes, if applicable. 

LICENSES/CERTIFICATES: List professional licenses and certificates and date certified. Include the state if applicable.  Some essential certificates to list are:
1.  Acquisition Professional Development Program (APDP) certification levels obtained.
2.  Professional Engineer (PE) licenses, and state(s) of issue.

AWARDS: List any honors, awards and special accomplishments achieved, and provide dates.

OTHER INFORMATION: List publications, software or language proficiencies, memberships in professional/honor societies, leadership and community activities, public speaking, etc.

5. RESUME FORMAT (Continued) 

PRIVATE
SPECIALIZED TRAINING: List any training courses you have completed and consider valuable and relevant to your career goals. Include dates and length of training. List Military Specialty Codes, if applicable. 

LICENSES/CERTIFICATES: List professional licenses and certificates and date certified. Include the state if applicable.
Some essential certificates to list are:
1. All Acquisition Professional Development Program (APDP) certification levels obtained.
2. Contracting-related certification level required for your current Department of Defense (DOD) position.
3. Fire Fighters and Emergency Service certification or pre-certification for all position levels for which you are applying.
AWARDS: List any honors, awards and special accomplishments achieved, and provide dates.
OTHER INFORMATION: List publications, typing, stenography, or language proficiencies, memberships in professional/honor societies, leadership activities, public speaking, etc.

