Sample Federal Resume  LCPL Employment Resources 4/2015

Name
Address

City, State  Zip

Phone:  123-123-1234

Email:  gjones@comcast.net

Country of Citizenship:

United States of America

Veterans' Preference:  
Yes or No or points if you know them (note: choose 1)
Social Security (last 4 digits):xxx-xx-1234

Highest Grade:


GS-02-07

Availability:


Job Type:

Permanent or Temporary (choose 1)





Work Schedule:  Full Time or Part-Time (choose 1)
Desired Locations:

US-DC-Washington/Metro (note: as applicable)





US-VA-Arlington






US-IL-Chicago

Work Experience:

Department of State 

9/2012 - current






(Educational & Cultural 
Grade Level:  02





Affairs) Washington, DC
Hours per week: 40






Public Affairs Assistant





Supervisor:  John Smith (222-222-2222)






You May Contact this Supervisor:  Yes

· Supervised ten contractors on communications, ensured project was delivered on time and budget

· Contacted and pitched media for program publicity resulting in four newspaper articles and two interviews

· Responsibility 3

· Responsibility 4

Department of State 

9/2010 - 9/2012






(Educational & Cultural
Grade Level: N/A





Affairs) Washington, DC 
Hours per week: 20






Intern





Supervisor:  John Smith (222-222-2222)






You May Contact this Supervisor:  Yes

· Wrote fifteen articles about foreign education initiatives in Bureau newsletter and press releases

· Drafted twenty memoranda for the Undersecretary of State

· Assembled financial and budget information for use in Educational and Cultural Affairs internal materials

· Responsibility 4











(Note: Continue with other relevant work experience)
Education:  


B.A., (May 2012), Marble House College,





Philadelphia, PA 19019






35 Semester Hours






GPA:  3.5 out of 4.0






Major:  Economic, Spanish Language (double





 major)



Relevant Coursework, Licenses and Certifications:










Macro Economics, Statistics

Language Skills:

English





Spoken:  

Advanced






Written:

Advanced






Read:

Advanced






Spanish





Spoken:

Advanced






Written:

Advanced






Read:

Advanced

Affiliations:


National Spanish American Foundation






Member (2000 – present)

Skills:



Regional expertise in Balkan, Post-Soviet, and





 Western European political issues 





(including extensive regional travel)












Proficient in Microsoft Office programs:  Word,





Excel, Powerpoint, Outlook

Leadership and 

Tri-College Institute, Diversity Workshop 
Service Roles:


Facilitator, October 2010

· Developed forums for dialogue between diverse student groups

· Built five partnerships between student groups through cultural programing






Habitat for Humanity, Volunteer, New Orleans, LA,





March 2003

· Contributed to rebuilding a home in St. Bernard Parish, New Orleans


