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Housekeeping Notes & Tips

Those connecting through a VPN will likely have difficulties. Please, ditch the VPN!

Submit questions at any time via the “Q&A” tab. “Upvote” questions you want to hear 
the answer to as well.

Click on the “Handouts” tab to download a copy of the presentation.

This webinar is being recorded for future viewing.



Resume Best Practices for Transitioning Military Members
And Veterans (or anyone changing industries)
Standard Resume | Federal Resume

Presented by:
Cathy Miclat
Director of Career & Talent Services
Vets2PM



Creating a 
Standard Resume



Creating a Standard Resume
Important information to know

• Many Applicant Tracking Systems can NOT read information in the 
Header, Footer, and in Text Boxes or Tables. 

• DO NOT use these features for important information. Instead, use 
Header and footer for Name and Page Number only.

• Use Tabs instead of text boxes and tables.
• If you do use these features for important information DO SUBMIT 

YOUR RESUME in PDF format.
• Keep a Word or Text copy of your resume as a MASTER so you can save 

copies to target to a job posting.



Creating a Standard Resume
If you have been with the same company for several years, you can list the 

company name once, with jobs below (saves room on the job title line)

EXAMPLE:

United States Air Force
Program Manager, Information Systems – Washington, DC    2019 – Present

Project Manager, Information Systems – Washington, DC    2016 - 2019



Creating a Standard Resume
You only detail work history for the last 10 years (or so).

Be sure to show depth of experience beyond that.

EXAMPLE:

Positions of Increasing Responsibility – Various Locations    1990 – 2010

OR

Program Manager, Information Systems – Fort Meade, MD    2000 – 2010 
Project Manager, Information Systems – Washington, DC    1995 – 2000
SME, Information Systems – Colorado Springs, CO    1990 – 1995 



Creating a Standard Resume
You only detail work history for the last 10 years (or so).

Be sure to show depth of experience beyond that.
- But you are worried about Age Discrimination -

EXAMPLE:

EARLY CAREER HISTORY
Positions of Increasing Responsibility – Various Locations
Roles included Program Manager, Project Manager, and SME, Information Systems.



Creating a Standard Resume
Your education was a LONG time ago.

- You are worried about Age Discrimination -

EXAMPLE:

EDUCATION • CERTIFICATION
MS, Information Systems, University of Maryland Global Campus
BS, Information Systems, University of Maryland Global Campus

AAS, Information Technology, Community College of the Air Force



Creating a Standard Resume

Targeting your Resume to a Job Posting

• Edit Header
• Edit Professional Summary

• Edit Areas of Expertise
• Add High Level Bullets below Areas of Expertise



Creating a Standard Resume
Targeting your Resume to a Job Posting

Focus on Key Words in Description – Include in Header, Summary, and Areas of 
Expertise (if they apply to you/your experience)

Focus on Responsibilities – Include High Level Bullets below the Areas of 
Expertise that match those requirements

Focus on Must Have / Requirements - Security Clearance, Degree/s, 
Certification, Years of Experience, Industry Experience



Targeting Resume to Job Posting



Targeting Resume to Job Posting
Job Description



Targeting Resume to Job Posting
Position Overview



Targeting Resume to Job Posting
Position Requirements



Original/Baseline Targeted



Creating a 
Federal Resume

• Much longer than a Standard Resume
• Includes more personal information

• DO NOT INCLUDE LinkedIn Profile Link
• Not as much need to ‘civilianize’ language
• Include all military training, courses, 

decorations, commendation, awards, medals, 
etc.

• Include References



Creating a Federal Resume
Top of Resume

John B. Doe

HOME ADDRESS:   3809 Rose Lane
    Annandale, VA  22003
HOME PHONE:   444.555.6666
MOBILE PHONE:   111.222.3333
EMAIL:    john.doe@gmail.com
CITIZENSHIP:   United States Citizen
SECURITY CLEARANCE:  Active Secret Security Clearance (previous TS/SCI)
LAST 4 OF SSN:   1234
VETERAN’S PREFERENCE:  (Disabled) 10 Point preference eligible
USAJOBS ANNOUNCEMENT #: You will input per USAJobs Announcement
USAJOBS CONTROL #: You will input per USAJobs Announcement



Creating a 
Federal Resume

Areas of Expertise with 
Specialized Experience



Creating a Federal Resume
Areas of Expertise with Specialized Experience



Creating a Federal Resume
Job Details – More Information



Creating a Federal Resume
Include More Information on Training, Decorations, and References



Terms & 
Acronym 
Translations



Job Title 
Translations



Military School
Translation



LinkedIn in 2024

 
Carla Miller

Deputy Director
Hiring Our Heroes



Questions?
Contact Me!

Cathy Miclat
Director of Career & Talent Services

Vets2PM | www.vets2pm.com
Cathy@Vets2PM.com

Carla Miller
Deputy Director

Hiring Our Heroes | www.hiringourheroes.org 
cmiller@uschamber.com

Q&A and Feedback

http://www.vets2pm.com/
http://www.hiringourheroes.org/


Up Next
• January 16 – 5:30 pm – Resume/LinkedIn Review Sign-Ups Open
• January 19 – 11:59 pm – Resume/LinkedIn Review Sign-Ups Close
• January 22 – by COB – Resume/LinkedIn Review times shared
• January 30-31 – Resume/LinkedIn Review Appointments

January 23
10:00-11:30 am – 20/20 Hindsight Panel Webinar

2:00-3:30 pm – Your Next Great Hire Webinar
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