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Building Your Resume
 

When  clicking  on  “Next”  or  “Previous”  buttons,   your  work  progress  When clicking on Next or Previous buttons your work progress 
will  be  automatically  saved.   

Clicking the “Save for Later” button will save your progress and 
completely exit the USAJOBs resume builder. 
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•To  delete  a  work  experience  entry,  click  on  the  red  X. 

•To  edit  a  work  experience  entry,  click  on  the  employer  name. 
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Building  Your  Resume
 

As  it  was  with  the  experience  section,  you  can  edit  or  delete  the  
education  entries  in  the  same  fashion. 
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Uploading  your  Resumix  Resume  into 
 
USAJOBS
USAJOBS
 

Login  into  C  POL atLogin into CPOL at   
http://cpol.army.mil 

Click on Employment 

http://cpol.army.mil


Uploading  your  Resumix  Resume  into 
 
USAJOBS
USAJOBS
 

Click on:
 
Build a Resume/View 


Status
 

→ 



  

Uploading  your  Resumix  Resume  into 
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USAJOBS
 

← Click LOGIN 



Uploading  your  Resumix  Resume  into 
 
USAJOBS
 

Enter your USERID (SSN) 

and Password
 



Uploading  your  Resumix  Resume  into 
 
USAJOBS
 

Verify your information.  Correct 
or update if necessary. (This 
information prints on your 
resume )resume.) 

Click Next 

← 
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Click on Submit Resume 
& Supplemental Data 



Uploading  your  Resumix  Resume  into 
 
USAJOBS
 

Type in an email address 
and click submit. 



Uploading  your  Resumix  Resume  into 
 
USAJOBS
 

Your resume will go to the email address you indicated.  Once the 
resume  resume  is is received received  in  in email,  email, you you  can can   cut cut and 
document, 

and  paste paste  it  it into into  a a  wordword  
then upload it to the USAJOBs Resume builder. 
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Uploading  your  Resumix  Resume  into 
 
USAJOBS
 

Click on 
Go To Answer 
← 
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USAJOBS
 

Click onClick on 
View Resume 
← 
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Rhonda R. Trecek 
123 Federal Way 
Milky Way, KY 40202 
USA 

Email:Rhonda.Trecek@usace.army.mil 
Home: (402) 012-3456 

Work Experience 
Star Gazer, Hours per week: 40 
Duties: Watching for the Star Ship Enterprise to come and take me to the final 
frontier. 

EDUCATION: 
Captain Kirks School of Star Gazing (Working Toward ability to “beam up” 

l  th i i )people that irritate me.) 

Open a blank Word 
document. 

WhWhen your resume 
appears on the screen, 
copy and paste it into 
the Word document. 

Save the Word 
document and log out of 
ANSWERANSWER. 

Follow the instructions  
on previous slides for 
uploading your resume 
into USAJOBs. 
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