Security Guard

Vacancy Announcement

: B e (Duties example)
are received to the next highertarget level position of GS- 5. GS-05: Serves at fixed posts or patrols assigned
areas on foot or by vehicle and performs a variety of protective 5. Protects Federal Property from hazards such

as: sabotage, espionage, trespass, theft, fire, and accidental or willful damage destruction. Fixed Posts and Patrol:
Stands guards at exterior and interior gates, exercising the following security measures: insures that all incoming
and outgoing vehicular traffic is registered with the security office; directs visitors, bikers, joggers, and contractors to
the receplion deskto obtain passes or badues for enfry info the island complex.

Protects Federal Property from hazards ...
protects property

Stands guard at exterior and interior gates
stands guard

Insures that all incoming and outgoing vehicular traffic
is registered with the security office

Insures traffic is registered

Think of the Vacancy Announcement’s
Duty Description and Qualifications Blocks
as Interview Questions:

“Are you good at ...”

- protecting property ?
- standing guard ?

» insuring traffic is registered ?

Answer each of their questions that they have given to you
in the announcement!

Be relevant, focused, and aligned
to your target employer’s problems!




Security Guard Vacancy Announcement (Duties example)

are received to the next highentarget level position of GS-0085-05. GS-05; Serves atfixed posts or patrols assigned
areas on foot or by vehicle and performs a variety of protective duties. Protects Federal Property from hazards such
as: sabotage, espionage, trespass, theft, fire, and accidental or willful damage destruction. Fixed Posts and Patrol:
Stands guards at exterior and interior gates, exercising the following security measures: insures that all incoming
and outgoing vehicular traffic is registered with the security office; directs visitors, bikers, joggers, and contractors to
he recepfion desk 1o obfain passes or badges for entry into the island complex.

Protects Federal Property from hazards ...
protects property

Job Specific - exact example:
Protected Federal property from hazards successfully for 3+
years while in the U.S. Army.

Security Guard Vacancy Announcement (Duties example)

are received to the next highertarget level position of GS-0085-05. GS-05: Serves atfixed posts or patrols assigned
areas on foot or by vehicle and performs a variety of protective duties. Protects Federal Property from hazards such
as: sabotage, espionage, trespass, theft, fire, and accidental or willful damage destruction. Fixed Pasts and Patral:
Stands guards at exterior and interior gates, exercising the following security measures: insures that all incoming
and outgoing vehicular traffic is registered with the security office; directs visitors, bikers, joggers, and contractors to
the recepfion deskio obfain passes or badges for enfry info the island complex,

| Stands guard at exterior and interior gates
stands guard

Transferable - something like it:

Stood guard at warehouse gates properly and followed all of my
instructions while on guard duty for 10% of my time during my 3+
years of service.




Security Guard Vacancy Announcement (Duties example)

are received to the next highertarget level position of GS-0085-05. GS-05: Serves at fixed posts or patrols assigned
areas on foot or by vehicle and performs a variety of protective duties. Protects F L Pr fram hazards such
as: sabotage, espionage, frespass, theft, fire, and accidental or willful damage destruction. Fixed Posts and Patrol:
Stands guards at exterior and interior gates, exercising the following security measures: insures that all incoming
and outgoing vehicular traffic is registered with the security office; directs visitors, bikers, joggers, and contractors to
The recepfion desk [o obfaln passes or badges for entry into the island complex

Insures that all incoming and outgoing vehicular traffic
is registered with the security office

Insures traffic is registered

Insured that all incoming and outgoing persons (foot traffic)
were registered with the security office while on guard duty,
resulting in me meeting the established security standards for 3
years.

Let them “see you” and “hear you” in the job
by writing your examples

Vacancy announcement for a security guard
reads: "Candidate will quard gates.”

For the last 6 years | correctly guarded gates.
For example while in the Army on gate-guard
duty 10% of my time | inspected passes and
identification cards, directed traffic, called for
back-up when people tried to get on the base
illegally and directed visitors to the security
office. Passed all of my inspections and met
the standards.




>BLUF:
Bottom Line Up Front

Immediately saved over $600 and decrease
ordering and down time by 10% every
month when | started an inventory and sign
out system that tracked what was on hand
and what was taken, the amounts and by
whom, resulting in our organization being
able to track where supplies went, how
much was available and how much to order.

Eomaed Dot WOR. A remsvmrensy | Read and use
Army employeas with competitive stetus; and sligible Army CIPMS smployees. ‘l’h =
— e duties
> Duties: GS.05 duties: Incumberd works under closer supervision snd works in 8 and
capacity and gy both of I i .
which are simed in to goin the and skile quali ications
necessay to wrih rm the: m- of the The I
proge 3 and training
the next fevel position. b - blocks
GS-07 Duties: Serves as C in the: Cl ion Division of &
Chlllon Personnel Operstions Ce mter (CPOCL to
tanaify clcrical an oty with |
more difficult i studies and
1o classify positions,
process personnel actions, maintain or and ith and input
of retrieve data from sutomated systems.
and i charts shd related
tdocuments. Anslvzes duties, verfies dccurscy of duty sssignments snd finalizes
job ssin nu:,u(a- athar e
or CPAC v, rof and applies OPM
star| [de i 10 the position under review.

over 40 words per minute for the past 6 years and my work is ready to use.




>PARSZ
Matches and supports the
RESUMIX System!

Statements

Problem Action Results
= < = <—>

Their | PastTense Noun How > How Well <
Problem|  Verb (What) Much Results!
The = (#)=TIME 4 o Hiring
RESUMIX  The cPoc pana er(s)
Software staffing 9
Specialist

-~~~ A Cautionary Note __

« Write about only those skills, positions, education, training,
awards, etc., that you have actually done!

 Please do not s t r e t ¢ h the truth!

* You are writing in the past tense because you have actually
done the skills, education and training ...

* You automatically send this statement with each Army Résumé
Builder save:

APPLICANT CERTIFICATION:

1 certify that, to the best of my knowledge and belief, all of the information on and attached to this
Resumne is true, correct, complete and made in good faith. I understand that false or fraudulent
information on or attached to this Resume may be grounds for not hiring me or for firing me after I
begin work, and may be punishable by fine or imprisonment. I understand that any information I
give may be investigated. I understand submitted information must not contain classified
information.

By submitting this Resume you acknowledge your concurrence to the preceding statement.




Write what you have actually done

So that they can ...
read
qualify
select
YOU!

Your Verbs—Nouns Times and Accomplishment & Results




