Resume Writing & Interviewing

LIST OF HANDOUTS

General:  Approach can be applied to all positions.

· Resume Writing & Interview Overview

· Resume Writing Session

· Action Verb Finder

· Interview Overview

· Interviewing Segment

· Nonverbal Communications – Escape the Pitfalls

· Gallup Process (required for GS-14 & above positions)

SELECTION PROCESS:

· Position Description

· Announcement

· Resume:

· Resumix – Department of Army & DoD

· Delegated Examining Unit (DEU)

· Resumix - no longer respond to KSAs (knowledge, skills, abilities)
· Rule of Three’s

· 1 year probationary period 

· CPOC qualification review of internal and external resumes

· Qualified candidate list to supervisor

· Supervisor or Ad Hoc Panel ranks depending on grade/position.

· [Gallup interviews for GS-14 positions and above.]

· Interviews 

· Back briefs

OVERVIEW

1st:  Who do you want to be when you grow up


Basically three career paths:

· Technical (Products and services)

· Management (PM, Study/design managers, etc)

· Organizational leadership (supervisors & team leaders)

2nd:  Research & self-assessment

3rd:  Resume is your ticket into the interview: 

· Credentials 

· Knowledge, skills, abilities

· Link your abilities to the job

4th:  Interview is your sales pitch:

· Verbal communication 

· Non-verbal communication (presence)

· Leadership competencies

5th:  Gallup explores your leadership themes 

Leadership Principles to Remember:

1.
You must have clear goals

2.
Give yourself a clear agenda

3.
What's broken, fix now 

4.
Set high standards

5.
Lay the concept, but let your people execute it

6.
Let people know where they stand

7.
People come to work to succeed

8.
Never lie, ever

9.
When in charge, take command

10.  Do what's right

Have a safe weekend.  Buckle up and turn off the cell phone!  

