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Resume Builder Instruction Guide

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

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

(If you use the Netscape browser, type the address into the Go To window.)

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

· Click on Create an Account

Selecting a user ID and password
· Enter your user ID and password

· Click on the “yes” radio button to answer: “Are you a NASA employee

Accessing the Personal Information Screen
· Click on <continue> to enter the Personal Information screen to establish your account.

· Enter information in the required fields

Accessing the Resume Home Page
· Once you complete your personal information, click <continue> and the Resume Home Page will display

· From here, you can enter and edit your:

· personal information,

· work experience, 

· education, 

· additional information and 

· supplemental information.

· Click on any of these sections and begin to add in information.  Use the tab to move between fields instead of the Enter key.

· When you are finished, view a printable copy of your resume by clicking on <View Printable Resume> button. If you are not satisfied with the information you entered, you can scroll back up to each section to make changes, OR

· Leave the Resume Builder by selecting the <Save and Exit> button. The work you have completed is saved as you complete each section, OR
· Click on the <Submit> button to submit your resume to NASA.  

When you submit, the Builder will take you to a Quick Apply Form. Completion of this form enables you to submit your resume to NASA’s database.

Accessing Quick Apply
You can enter Quick Apply from the Resume Builder 

· Click on the Quick Apply button on the 

NASA Jobs

Employment Opportunities In Our Nation’s Space Program

Online Resume Builder”.

OR

· Once you complete your resume, click on the <Submit Your Resume> button that will take you to the Quick Apply Page. 

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.

You can also access the Quick Apply form from the vacancy announcement by following instructions provided in the vacancy announcement.

Accessing the Resume Guide
· Click on Resume Guide from the Online Resume Builder for assistance or additional explanation on completing your resume
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