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NASA STARS Employee Resume Training

Overview
This course provides information on training NASA employees on:

· how to use the NASA STARS Resume Builder

· how to write a whole-person resume

Resources
If possible, each student should have access to a computer connected to the Internet. If this is not possible, instructors should have a computer with access to the Internet and ability to project Internet demonstrations and PowerPoint slides onto a large screen. 

Objective
After this training, students will be able to access and use the NASA STARS Resume Builder, and will understand how to create a whole person resume that can be used to apply for many vacancies.

Target Audience
NASA employees

Prerequisites
None

Lesson Synopsis
Introductory lectures combined with slides and hands-on use of the Resume Builder.

NOTE:  Some parts of this training, for example the description of accessing and using the Resume Builder, are extremely detailed.  Please assess the computer knowledge level of your students and adjust the level of detail accordingly. 

Materials
NASA STARS Resume Guide, NASA STARS employee brochure, resume builder instruction guide and screenshot package 

Estimated Time
1 hour

Part I - NASA STARS and the Resume Builder

Welcome and Introduction

Slide 2


Welcome to the NASA STARS resume preparation training.

My name is                             . 

This training is intended to do several things – 

· Give you training on using the NASA STARS Resume Builder, and

· Give you guidance on how to create the best whole person resume for the new NASA process of filling positions.

NASA Stars Overview

Slide 3

Instructor Note:

Refer to Employee Brochure
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Before we talk about writing a resume and using the online Resume Builder, we think it will be helpful to start with explaining a little about NASA STARS.

The brochure has some detailed information on this new NASA approach to filling positions.
NASA STARS is a new resume management system that uses proven state of the art technology to fill positions

The most significant points for you to remember are that:

· NASA will be using automated resume management software called Resumix to process your resume, 
· The software was originally developed for the commercial sector and is also used in other Federal agencies such as Department of Defense.
· one “whole person” resume will be used for all vacancy announcements, instead of separate forms for each one,
· It replaces the old forms—SF-171s and OF-612s—with one electronic resume
· you will no longer have to write KSA statements each time you apply.

· Your skills are captured from the resume.
· once you have a resume on file, you only have to use the Quick Apply feature to apply for future vacancies.

Resumix

Side 5
The automated system we are using is commercial off-the shelf software that uses technology and artificial intelligence to extract applicant information from resumes. It:

· “Reads” applicant resumes 

· Resumix is a knowledge-based system that reads words in context with other words and concepts.

· Extracts and stores applicant skills and personal information for resumes.

· Matches applicant skills with specific job requirements

· The skills are based on a job analysis and the manager’s requirements for the position.

· Identifies highly qualified candidates for hire or promotion.
· The qualifications are reviewed by HR specialists.
· These are the  applicants who match the manager’s requirements for the position

Resumix reads words and phrases in context. It is NOT a “word match” rating tool. The knowledge base is extensive. It has over 10 million matching combinations of search terms and more than 40,000 skills. (Instructor note: be sure to emphasize this point.)



The Resume Builder
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To help you create and submit your resume, NASA has developed an online resume builder.

· This Resume Builder gives you an easy to follow step-by-step way to complete your resume. 

· When you use the Builder, your resume will be formatted properly and have all the necessary information. For example, you are required to provide the title, series and grades of Federal jobs you have held. Resumes without this information will be rejected. The Builder provides fields and walks you through entering this required information so you can not easily overlook entering the information. In the Builder, you won’t be allowed to submit your resume until this information is provided.
· You can also save your resume on-line at any point and retrieve later to view or revise. The information you complete on each section is automatically saved as you complete it and can be accessed directly from the Home Page when you want to revise or edit it.
· Resumes can be stored in the Builder for 6 months from your latest access for your future use.

· There is an online resume guide to help you that you can link to from the Builder. 

· The links take you to more detailed explanation of the information requested.

· The guide also contains writing tips to assist you in completing your resume.

· Once you’ve completed your resume on the Resume Builder, you will be able to submit it directly from the Builder using the Quick Apply function.

The Resume Builder can be accessed through NASAJobs at www.nasajobs.nasa.gov or through a link within a vacancy announcement. 



When should a resume be done?
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We recommend that you complete a resume now, even if you’re not interested in applying right away. When you do see an opportunity, you’ll be able to apply within a matter of minutes, using Quick Apply.

NASA STARS provides a piece of the workforce planning puzzle, by enabling NASA to easily establish an inventory of employee skills 

Workforce planning will enable NASA:

· to compete for limited funding, and garner support for new programs and missions.

· respond to administrative requests to identify available skills and gaps.

Basic Features
Before we show you the Resume Builder, I would like to point out some basic information.

Required Fields  

You will notice that some of the fields in the Resume Builder are marked with an asterisk. These are required fields, and you must complete them before you can complete and submit your resume. Some required fields include your name, Social Security Number, and current address.

We need your SSN because we use it to process and track your resume.

The data you enter will be kept secure. Resume Builder uses SSL to encrypt your resume information to keep it secure while it is being transmitted across the Internet.

Moving Between Fields

You can use the Tab key to move between fields in the Resume Builder. Within a field (such as permanent address or job description) you can use the Enter key to start a new line.  When you get to the last line within a field, use your Tab key to move to the next field—do not use your Enter key.

Expanding Fields
Description blocks for Duties, Education, Training, Licenses & Certificates, and Honors, Awards, & Special Accomplishments will automatically expand to capture your input. 



Accessing the Builder

Instructor Note:

Refer to Resume Builder Handout and screenshot package. If students do not have access to the Internet, walk them through the screenshot package OR you can access the Internet and show it on the screen.
Now I’d like to show you the Resume Builder and walk you through some of the screens to familiarize you with how it works and the help tools you can use. 

You can access the NASA Resume Builder from the Web site at www.nasajobs.nasa.gov or you can access it through links within the vacancy announcement or you can access the Builder directly as we’re going to show you.

· Double-click on the Internet Explorer icon on your desktop.  

· Type https://resume.nasa.gov into the Address or Go To window and hit the enter key. 

· You should see a page headed 

NASA Jobs

Employment Opportunities In Our Nation’s Space Program

Online Resume Builder

· Click on the Yes radio button to answer: “Are you a U. S. Citizen”



Creating an Account
· Click on Create an Account
· Enter your user id and a password of at least 8 characters. Create a user ID that is easy to remember. We recommend using your e-mail address. You’ll need it later to access your resume.

· Click on the “yes” radio button to answer: “Are you a NASA employee?” You will be asked later to identify the Center where you are employed.



Personal Information
Click on <continue> to enter the Personal Information screen to establish your account. Enter information in the required fields.

Be sure to double check this information because it is your contact information.  Particularly for information requested in those fields with an asterisk – the required fields.

The email address you provide is the address that will be used to notify you electronically of receipt of your application.



The Home Page

Instructor Note:

If you have Internet access, walk students through building Education so that you can show them how the entered information shows up on the Home Page.


Once you complete your personal information, click <continue> and your Resume Home Page will display. The Home Page serves as a directory to the various sections in the Builder.

You can view all (five) sections of your resume and go directly to the ones you need to complete or would like to edit. 

From your Home Page, you can enter and edit your personal information, work experience, education, additional information and supplemental information.

· Click on the <Add Education> button and begin to add information. Use the tab to move between fields instead of the Enter key.

· Many NASA positions require specific degrees or courses. It is extremely important that you review the vacancy announcement for specific course requirements. If specialized courses are required, and you have not listed them, you will not be found qualified. To be sure that you get full credit for your education, complete all fields.

· If you are applying for a position with education requirements such as a science field, Engineer, Physicist, Accountant, Auditor or Contract/Procurement job OR you wish to substitute education for experience to qualify for a job, you may be required to submit a copy of your official college transcript if you are selected. 
· When you are finished, click on the <Return to Resume Home Page> button.

You’ll notice that your education entries now show up as links under Education. Click on one of the links. You will be returned to that part of the Education section.

As you complete information in any of the sections, you’ll see a link appear on the home page.

· Look at what you have completed so far by clicking on <View Printable Resume> button. As you build your resume, you can use this feature to see what your finished resume will look like. If you are not satisfied with the information you entered, you can scroll back up to each section to make changes
· When you want to exit the Resume Builder, click on the <Save and Exit> button. The work you have completed is saved as you complete each section
We won’t have time to finish your resume during this session, but we hope that you’ll take the time to finish it soon and submit it to us.



Quick Apply

Instructor Note:

Refer to Quick Apply Screenshot or demo it on screen.
Once you do complete your resume, click on the <Submit Your Resume> button that will take you to the Quick Apply Page. 

From this page, you can either submit a resume to the NASA skills inventory, or apply for an announcement. If the vacancy announcement is for jobs at more than one location, or more than one grade level, you should complete the Center Location or Lowest Acceptable grade sections.

One Resume
Remember - you may have only one resume active in the Resumix database at any time. Although you may update or make changes to your resume at any time, the updated resume will overwrite the resume that is currently in the database.



Part II - Writing the Resume

Purpose of the resume

Instructor Note:

Use the slides provided with this course in conjunction with this script.
Slide 8


The purpose of the NASA STARS resume is to represent the key and meaningful skills you possess. These skills should support and demonstrate the competencies and skills you already have in the field you want to enter or the job(s) you would like to have. 

Remember KSAs are no longer required. Your skills are captured in the database through your resume. This is why it is important for you to write your resume so that it fully represents your skills and relevant experience.


Getting Started
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Before beginning to write a resume, take time to think about:

· your career goals and 

· the kinds of jobs you may want to apply for.

Find the competencies and qualifications needed to do these jobs.  

· Use job announcements or position descriptions to see what competencies are required. 

· You can find these in the Duties and Responsibilities section and in the Knowledge Required sections of the position description or the Description Of Duties, Qualification Requirements And Basis Of Rating sections of the vacancy announcements. This will help relate these competencies and requirements to your competencies and experience. 

· Gather your previous applications – SF-171, OF 6-12, position descriptions, performance appraisals, training certificates and forms from your most recent training, lists of your accomplishments.



Make a List
· From these list your:


education:  college/university, degrees, dates, majors/minors


recent, job-related training


position titles, series, and grades

List the jobs related to your career goals. You don’t want to fill up your resume with descriptions that aren’t related to the positions you’re seeking.

If you’re only interested in computer specialist positions, your experience as an administrative assistant or the fact that you took a training course in real estate is probably not related. 
Review the Required Information section of the Resume Guide so you can be sure to have all the information you need for your resume.
This list is the outline for your resume.



A New Focus
You may need to adjust your focus from preparing form-based applications like the old SF-171 or the new OF-612.  That is, you need to zero in on what you actually did, not on what your position descriptions said.

Think about:

· The projects you have worked on,

· What your specific duties were

· What you needed to know to do the job

· What you accomplished, and 

· What tools, software or equipment you used




Job Duties
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Some examples of job duties


Repair CFM-56 engines

Design databases


Repair HVAC systems


Manage a software development team


Process purchase orders


Administer a local area network


Describing Your Experience 

Slide 11
Next, we’ll discuss some major points to consider in preparing your resume. We’ve provided the NASA STARS Resume Guide to use to supplement this session.

One way to focus on your specific duties is to take your position description and highlight the major duties and tasks you perform. The major duties are usually found in the first sentence of each paragraph under Duties and Responsibilities. 

Then - Prioritize those, zeroing in on the main duties. 

Remember to concentrate on what you actually did.  We aren’t use to preparing a short, substantive resume.  For years, we have been use to writing lengthy  “life histories” of our work experience.  We have talked in great detail about our duties as outlined in our position descriptions and not about what we actually did or accomplished. 

Center on your achievements and contributions.  Review any special act or other performance awards you have received to help you focus. You’re in luck if your supervisor required you to list your accomplishments at performance rating time.  You can use that as a guide.  If not, you can begin by listing your accomplishments of the last five or six years.  Focus on any challenges you met, problems you solved, results achieved or any awards, promotions, special benefits received. 

Slide 12
Reword your major duties using short sentences and phrases and active voice—turn the sentences around into action phases using active voice such as:

· I designed and implemented new organizational structure plan

· I negotiated contracts for up to $90.000.
· I delivered a report on waste management.

Resume Writing Style

Slide 13
Use short phrases and action words show that you were “on top of” your job. Use simple sentences and active voice to describe what you did.

Use plain language whenever possible.  The information system, the personnelist, or the hiring manager may not understand what you are trying to communicate if you use very obscure words or phrases.  For instance, say “designed theoretical models and software,” rather than “conceptualized theoretical models and software.



Be Specific

Slide 14
Don’t write “Responsible for administrative and computer support in a publishing firm. 

Do write: “Used Microsoft Word, Excel, PowerPoint and Access in support of a large publishing firm.  Familiar with many software packages including Adobe Photoshop.”


Use Technical Terms
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Use technical terms in your experience that are commonly used in occupations you are interested in:

“Knowledge of C++ programming language.”
“Familiar with range telemetry and tracking systems”

“Designed a compact nuclear electric propulsion system.”




Be sure to name any tools, software, or equipment you used, and any specialized knowledge you acquired. 


Spell It Out
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Avoid using jargon, abbreviations, and acronyms, unless they are common to a job field.  Spell out, at least once, the meanings of any abbreviations and acronyms you use. 

Remember that an acronym used in one field of work may be identified to one in another field that is unrelated. Use commons sense, if the acronym is universally used, like DOS from Disk Operating System, you don’t have to spell it out.




Don’t repeat skills; there is no extra credit.  Once a skill such as “management” or “budget” is pointed out, you need only use the phase again if you are describing a different position.



Proofread and Spell Check
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Be sure to proofread and spell check your resume. If you misspell a word, the software may not read it correctly.



Quality Check
A good check on how you present your job experience is to ask yourself the following questions:

· Would a third party who is not familiar with my occupational background understand the kind of work that I do?

· Is there nonessential information (nice to have, but not helpful in meeting mandatory qualification requirements) in what I have written?

· Have I omitted any unique, but relevant special experience or skills I possess that might distinguish me from other candidates if my resume reaches the desk of a selecting official?



Complete the Education Section
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Instructor Note:  Refer students to the Resume Guide Section – How to Prepare a Paper Resume, page 32 for Required Information and briefly go over these requirements
List colleges and universities:

degree awarded


major field of study


name of school


year degree awarded

For high school:


list highest grade completed, year graduated, or year Diploma/GED awarded



Other Required Information
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Include on each job:

Dates: month and year, start and end
Employer’s name and address

Position title, pay plan, series, grade (if Federal)

Date of last promotion (If Federal position)
Indicate if Federal position was permanent, term or temporary
Annual salary

Hours worked per week

Supervisor’s name and telephone number

On paper resumes, if you don’t provide this, your resume will be rejected. In the Builder, you won’t be allowed to submit your resume until this information is provided.



Other Information
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This block is for your use to provide additional information relevant to your career goals. List any special training, licenses, certificates, publications you have authored, or awards you have received, that are relevant to the type of position you are seeking. Also include any language skill, honor society membership, etc. 



Supplemental Information
Answer all questions in the supplemental information section.

If you are using a paper resume to apply, submit this information on a separate sheet, if you don’t your resume will be rejected. 

Use the Resume Guide and Resume Builder

Side 21
The best way to ensure that you have a properly formatted resume is to use our online Resume Builder. In addition, there are some specific requirements for the NASA STARS resume. For example, your paper resume can only be six pages.  The Resume Guide that explains those requirements.

Now that you have learned how to write a resume and gathered everything you need to write about each relevant job you’ve had - you’re ready to access Resume Builder to enter your resume into the database.
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CHECK THE CENTRALIZED CONFIGURATION MANAGEMENT SYSTEM AT http://gdms.gsfc.nasa.gov TO VERIFY THE CORRECT VERSION PRIOR TO USE
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