RESUMIX Workshop: Skills Checklist

Army Community Service (ACS), Army Garrison - Rock Island Arsenal (AGRIA)

Edition of May 2, 2006
Purpose: learn to use the Department of the Army’s on-line system for e-announcements and e-applications, Civilian Personnel On Line (CPOL), given access to the Internet and MS Word.
“I’m good at the skills that will solve your problems 
as described in the vacancy announcement !”

Use Problem > Action > Results statements (PARS!) 
Past Tense Verb   >   Noun   >   Numbers   >   Results and Examples >> BLUF
	1. Find and use Civilian Personnel On Line (CPOL) web site - Using the Internet, find    http://cpol.army.mil 

a. Go to CPOL > Employment > “Build a Résumé” / View Resume Status
b. CREATE initial Résumé Builder Account (Password, SSN, Résumé Heading )

c. Or, review and practice return to Résumé Builder ( already Registered Users)
	Completed
(
(
(

	2. Review and practice writing Résumé in Builder 

a. Resume Builder Instructions button on lower right (Quick Guide on back)
b. Resume: (a) Work Experience; (b) Education; (c) Additional Information (training, licenses, certifications, awards, etc. [OTHER: References, Quotes, Continuations, Reasons to hire you]) – Use of Worksheets
Bottom Line Up Front (BLUF): Results, Verb + Noun, Time ….
c. Saving or Editing résumé input; Moving: CUT & PASTE to move in the Builder
d. Supplemental Data (Preliminary, Personal Data, Empl Pref, Mil Vet) Edit/Save
e. Submit Resume and Supplemental Data: RESUMIX; then e-mail to you
[safety valve:  resume@cpsrxtp.belvoir.army.mil   ]
	Completed
(
(
(
(
(

	3. ANSWER (Army Notification System Webb Enabled Response)

a. Click-on CPOL > Employment > Build a Résumé / View Resume Status (ANSWER) – or while in your Builder / Status function

b. Review of Key Functions: (1) Status Tracking; (2) Self Nomination History
(3) View Résumé; (4) View Supplemental Data; (5) Send Mail
c. Close ANSWER (center left button); Log Out (in upper right)
	Completed
(
(
(

	4. Army Vacancy Announcements (VAn)

a. Finding VAn using the CPOL EMPLOYMENT page > Search for Jobs

b. Setting and using Search Criteria by: Career Field (job), Location and Levels (money) [single & multiple (use of CONTROL button)]

c. Reading displayed vacancy announcements (VAn)

d. Copying selected portions of VAn (EDIT > COPY): “answer the questions”
e. Pasting selected portions of VAn into MS WORD (EDIT > PASTE)

f. Drafting, word counting, spell checking, and saving Federal Success Statements for use in Army Résumé Builder (MS Word Work Pads for PARS! [above] )

g. Pasting Federal Success Statements and Resume Information into Resume Builder: from MS Word to Builder (EDIT > COPY) [Re-open Builder]
	Completed
(
(
(
(
(
(
(

	5. Self-Nomination system incorporated into the VAn–  [ selfnom@cpsrxtp.belvoir.army.mil ]
a. Using hot-button at bottom of selected VAn

b. Review and practice of filling out and sending self-nomination e-form
	Completed
(
(

	6. Researching CPOL - Find and sensitize with cursor Tools & References (Maroon Box)
a. CPOL TOP PAGES > EMPLOYMENT >  Job Application Kit
b. CPOL TOP PAGES > TOOLS >  FASCLASS (Fully Automated System for Classification = generic position descriptions)
	Completed

(
(



As described at the bottom of each Army VAn:




    Completed

Relevant, aligned, connected, formatted on-time résumé in ANSWER

(

Self-nomination for the selected VAn(s) in ANSWER before closing date
(
