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Usually Five Factors

• Experience
• Training and Self – Development
• Performance Appraisals
• Outside Activities
• Awards



Honors, Awards and Fellowships
• Examples:

– Letters of Commendation
– Nominations
– Certificates
– Salary raise based on Performance
– Honors

• Sources: Employment, Civic Organizations,
Church, Community, Schools, 
Professional Organizations

Other Schools and training
• Include:

– In service workshops
– Seminars
– Professional conferences
– Private study
– Correspondence courses
– Military training
– Leadership orientation
– Career specialty training

• Include time involve



Supplemental Sheet
Name: Mini Me DOB: November 9, 1900

SSN: 000-000-0001

Training Courses Dates Hours
Office Management 5-7 Jan 76 24
Secretarial Techniques 10-12 Apr 77 24
Report Writing 6-8 Jul 77 24
Basic EEO Counseling 10-14 Jan 78 40
Problem Solving 22-24 May 78    24
Inter-personal communications 16-18 Mar 79     24

Aiea Community School for Adults
Shorthand I 4 Jun-13 Aug 77 40
Shorthand II 15 Sept-30 Dec 77 40
Photography (Basic) 7 Jan-15 Mar 79 40

Xerox Corporation
Key Person Training 16 Aug 76 3

Consolidated Civilian Personnel Office Pearl Harbor
EEO Counselors Institute 7-9 Apr 76 30

Hawaii Education Council, Inc.
Let’s Serve the Public 7-9 Apr 80 24



References

• Not your supervisor
• Someone who Knows your 

qualifications
• Not related to you
• Ask permission to use their name 

first



General Tips 
Drafting Experience Blocks

1. USE SIMPLE DIRECT SENTENCES.

2. USE ACTION VERBS.

3. USE YOUR OWN WORDS.  DON’T ATTACH A POSITION 
DESCRIPTION OR QUOTE FROM ONE VERBATIM.

4. DON’T ABBREVIATE.

5. USE OR IMPLY FIRST PERSON BUT USE “I” SPARINGLY.

6. EMPHASIZE SKILLS YOU HAVE WHICH ARE NEEDED IN 
THE JOB.

7. BREAK UP PARAGRAPHS (USE HEADINGS OR 
DASHES).

8. INCLUDE ALL EXPERIENCE. 
(PAID OR VOLUNTARY)



Where To Go For Help
• EEO/Diversity Management Office
• Training Office
• Family Worklife Center
• Professional resume writing services

Don’t sit and complain, do something about it:

• Search the Web Weekly for job listings;
• Expand your search to other agencies;
• Know what the job is about and research it;
• When you apply ensure all instructions are followed as stipulated 

on the announcement;
• Attend the appropriate training courses both in House and College 

level;
• It’s never to late to return to the classroom;
• Take charge of your own future;
• Don’t be afraid to try something entirely different from 

what you are currently doing.



Addressing KSA’s
Knowledge, Skills, and Abilities associated with the position

The most common:
• Ability to communicate (Both Orally and in Writing)
• Ability to meet and deal
• Knowledge of the position (screen out)

Always use separate sheet to address KSA’s
• Expand on elements within your SF-171
• Elaborate on specific attributes associated with the KSA

Other forms of application process:
• OF612
• SF171
• Resume’
• Federal Resume
• Career Here

Each requires basic information:
• Name
• Address
• Date of Birth
• Current employment status
• Grade level
• Time in current position
• Employer
• Information on your background and experience



Interviewing Tips
• Arrive early, give yourself time to relax before the interview (this will help 

ease the anxiety of the interview)

• Two types of Interview formats
– Where questions are asked and you respond
– Where you are asked to elaborate on your experience

• Be prepared (Think about, if hired where do you see yourself in five years 
with the company)

• Know the Job/Office and function of the position you are applying for

Attire
• Always dress in business attire for any interview

First impressions are lasting

Ask questions
After the interviewer finishes their questions don’t hesitate to 

ask pertinent questions regarding the job and the Organization



OF - 612

















 

Number of employees you supervised 
            20 

Name and  Telephone Number of Supervisor 
Roger L. Lee                 (301) 713-0000 

Dates employed  
 
From: 2/75  To: present 

Title of your position 
Accountant 

Average number of hours per week 
 

40+ 
 

Describe your duties and accomplishments 
 

Name and address on employer’s organization 
 
XXXXXX Insulating Company, Inc. 
888 Riverdale Road 
Riverdale, MD  00000 

Salary or earnings 
 $ 22, 500 per yr. 

Place of employment 
Riverdale, Maryland 

Entered as an Accountant for this rapidly growing small business whose annual gross has 
tripled in three years.  Assigned current duties as ASSISTANT TO THE GENERAL 
MANAGER 9 months after joining firm, with managerial functions which require 30% of my 
time.  Have developed understanding of the principles of energy conservation and the 
techniques of home and industrial insulation.   
 
DUTIES AND ACCOMPLISHMENTS INCLUDE: 
 Maintain company books, with full responsibility for accounts payable and receivable, 

payroll, taxes and general fiscal administration. 
 
 Set up annual budget, established regular cash flow analysis and provided company with first 

accurate financial statements in its 5-year history. 
 
 Researched and initiated the computerization of several accounting functions, including 

payroll, holding accounting costs down to 1976 level, although company volume has tripled 
and continues to grow.  Supervised the conversion to the new system. Currently studying 
systems which supplies full management information. 

 
 Initiated in house auditing procedures. 

 
 As Accountant, hired, training and supervised two junior accountants.  As Special Assistant to 

the General Manager, indirectly oversee the work of 20 administrative, sales and clerical 
staff.    

 
 Assisted General Manager in developing contract bidding policy. 

 
 Developed comprehensive marketing study with assessment of competing companies as first 

step in expanding services into 4-county area. 
 
 Prepare management advisory reports.  Participate actively in the development of company 

goals and objectives. 
 
 Developed revised forms for travel and expense accounts.  Established company guidelines 

which substantially reduced potential for abuse in these areas. 
 
Excerpt from letter of congratulation from company president at time of large salary increase 
in 1976: 
 

“Thanks to you we are able to see where we’ve been, but more important, where we are 
going.  You provide an invaluable service to the company.  We’re glad you are part of our 
team.” 

 



Knowledge, Skills/Abilities (KSA’s)
Knowledge of Title VII Laws, Affirmative Employment Rules and Regulations

In accordance with EEOC regulations I provided yearly updates on the all the Special emphasis programs within the Weather Service.  MD-715 
requires a yearly self assessment and barrier analysis.  I provided interpretive guidance to the six members of my staff, Senior Managers, and 
7 EEO managers in the field units of the NWS. In this capacity I ensure that the EEO managers tasked with implementing the EEO program 
requirements and the diversity management process in the field posses the appropriate skills sets to perform their job responsibilities more 
effectively.  I accomplish this by recommending specific courses of study to enhance their abilities as it relates to EEO and Diversity 
Management and by personally conduct specific training to enhance their abilities to perform more effectively in the workplace.

Monitoring the affirmative Employment Plan is the most effective method in which an agency can analyze trends and employment practices 
affecting the under represented groups identified in this document.  I have been involved in the development of AEP plans for several years 
with the Navy (involving 6,000 plus employees) and with the National Weather Service (4,832 employees) and the National Institutes of 
Health (20,000 employees).   Identifying the under representation in correlation with the PATCOB categories helps to address the areas where 
deficiencies exist is key to a successful AEP Plan.  Compiling and monitoring the statistics related to minorities and women and also the 
disabled in the work environment is crucial to removing barriers affecting the complete transition of these individuals into the entire work 
force at all levels.

Utilizing the various special hiring authorities available, I am able to facilitate reducing the under representation in some of the categories as 
vacancies occur in the agency.  In the hiring process, I found that my direct involvement in the selecting process (certificate of eligible rating 
process) helps to alert the selecting officials to make opportunities available to qualified minority applicants and in affect implement affirmative 
action as a part of their natural selection process.

Often when complaints are filed in any agency, it is the result of systemic problems associated with the methods in which the agency 
conducts their daily business.  Looking at all the pertinent facts which support or deny the allegations against management often illuminates a 
direction for resolution.  It is important that management officials are aware of the various issues and concerns of the work force and that 
they are willing to work with the EEO to resolve them amicably.   This will assist with the ongoing resolution of problems (i.e. shortage of 
women, in certain positions, removing specific barriers that would prevent the employment of minorities, etc...) and create a healthy, 
productive work environment.  With my hand on the pulse of the issues management is on top of all possible problems in this arena.  I also 
maintain close contact with the various EEO laws and Federal regulations (i.e.  29 CFR 1614, 1991 Civil Rights Act, ADA, REHAB Act, 504, 502, 
508, LEP, etc..)  that affects managers, supervisors and employees within the Federal government.  

As a major part of the EEO Function I ensure that the agency follows the principles of FEORP which requires constantly in the community 
preparing the students and future employees for employment with this large Science agency.  In my role as the director of the office of equal 
opportunity and diversity management, I regularly counsel members of my staff who serve as collateral duty certified EEO Counselors.  EEO 
complaints are actually handled toward office of civil rights at the NOAA level.  Because of my special relationship with that office I have been 
asked to assist that director of Office of Civil Rights by providing guidance to the EEO counselors who are members of my staff in our efforts 
to resolve complaints at the lowest level possible resulting in a 85% success rate in resolving complaints.   



I Recognized the Jewel Within

“What lies behind us and what lies before us are tiny 
matters compared to what lies within us.”

Ralph Waldo Emerson
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