CONTRACTING CAREER PROGRAM FAST TRACK PROGRAM

RESUME GUIDANCE 

4/14/2004

1.  PURPOSE. This document’s purpose is to provide the Contracting Career Program (CP-14) FAST TRACK Program student applicant guidance on how to submit a résumé.  

2. REFERENCES. 


a.  Civilian Personnel On Line, Centralized Job Application Job Kit, url address http://cpol.army.mil/employ/jobkit/jk-toc.html, dated 08 February 2004.

b.  Department of the Navy Acquisition Intern Program,  Resume instructions, url address  https://wwwnt.cnet.navy.mil/navyintern/Defaultnew.htm, undated  

3. INTRODUCTION 


This guide contains information to aid you in successfully completing your resume when applying for the Department of the Army Contracting Career FAST TRACK Program.  Individuals who work in the contracting career field are responsible for purchasing all of the goods and services required by the Army-- from purchasing computers for the office, to negotiating multi-billion dollar weapons systems.  Your resume should reflect a combination of education, work experience and skills that demonstrate your desire and ability to learn and work within this dynamic, professional business environment.
4. PREPARING YOUR RESUME 


You should start by thinking about your career goals.  Focus on defining and identifying the key and meaningful skills you currently possess.  Provide short narrative descriptions that highlight the skills and related experiences, in sufficient detail, relating to the position you are applying.  For example, if you have worked as a clerk or sales associate in a retail store you may have performed such tasks as taking inventory, handling cash/credit transactions,  preparing reports, working with various software programs, and working with vendors.  All of these tasks demonstrate the type of skills and experineces you have started to acquire in the workplace.  Use concrete words rather than vague descriptions.  


The resume you prepare should provide enough information to determine eligibility and qualifications for the FAST TRACK Program.  Include any specific education and training information that you feel is relevant.   
5.  SAMPLE RESUME 


The following sample resume (located on the right-hand side) is provided for your information.  There is no exact resume format.  The information contained on the left-hand side explains what  content is typically included in a resume.

	Resume Content 
	Sample Resume 

	Full Name (First MI Last) 
Home Address (City, State, Zip Code) 

Home Phone Number (including country code or area code) 
Work Phone Number (including country code or area code) 
Email address 

Country of citizenship (United States citizenship required)

Military service history (ALL males born after 12/31/59 must provide their Selective Service registration number)
	FRANCINE T. REX
186 Southeast Ave
Aberdeen MD 21001


Home phone: 410 333-9999 H
Work Phone: 410 999-3333 W
 
Email address: CP4intern@xxxxx.com
Country of citizenship: USA

Military service history: Not Applicable

	EXPERIENCE: 
Start and End Dates for paid and unpaid positions (MM/DD/YY); 
Hours Worked Per Week; Position Title, Salary, Supervisor’s name, Supervisor’s phone number, brief description of duties performed. 

 


	EXPERIENCE
08/28/03 - Present, 20 Hours per Week, Snack Bar Manager, $15.00/hour, Boston College, Boston, MA 11111, Kenneth Jones, (410) 555-8670. Serve as manager of snack bar in dormitory.  Oversee the work of four employees. Manage inventory of food products.  Interface with vendors and university personnel.  Responsible for handling daily cash transactions, ensuring books are balanced every night.  Coordinate food purchases with main university office.  Hire and recruit workforce. Prepare various customer transaction reports. 

06/02/03 - 08/20/03, 40 Hours per Week, Church counselor, Unpaid position, First Catholic Church, Fairfax City, VA 22222. Served as counselor to elementary school age children. Conducted classes and supervised children.    

	EDUCATION: Provide your highest level of education. If degree completed (e.g., AA) list major field of study, name of school, and GPA. Resume should include courses and semester/quarter hours for those courses that may relate to the [insert program name] position. SEND A COPY OF YOUR COLLEGE TRANSCRIPT.
	EDUCATION 

Sophomore, Business Administration major, Boston College, Boston, MA, GPA 3.15 (through Fall 2003)


Work related courses:

Accounting I (3 sem hrs), Accounting II (3 sem hrs), Marketing I (3 sem hrs), introduction to Management (3 sem hrs), Business Law I (3 sem hrs). 


	SPECIALIZED TRAINING: Training courses you have completed and consider relevant to your career goals. Indicate dates and length of training. 

LICENSES/CERTIFICATES/AWARDS/ OTHER INFORMATION: Professional licenses and certificates including date(s) certified and the State where it was awarded. List any awards and any other information (e.g. language proficiencies, professional associations, etc) pertinent to your career goals. 
	SPECIALIZED TRAINING
Management Development Seminar, July 03 2 weeks; Interviewing Techniques, Apr 03, 1 Week.



LICENSES/CERTIFICATES/AWARDS/ OTHER INFORMATION
Licensed Compensation Analyst - Aug 03; Church Counselor of the Year; Member of Junior Achievement, Toastmasters; Fluent in the German language.


NOTE: A standard resume length for entry level positions will typically not exceed one page, two pages at maximum. 
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