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Introduction—The New NASA Staffing Process

At NASA, our greatest strength is our workforce. To better meet the challenges of attracting and retaining a world-class workforce, NASA is implementing an automated Staffing and Recruitment System (NASA STARS). NASA STARS is a reengineered staffing business process that takes advantage of new information system technology. The new technology is called Resumix. It eliminates the old system of manually processing your application and replaces the old forms—SF-171s and OF-612s—with resumes.

NASA is in the process of implementing NASA STARS at all NASA Centers. The target rollout schedule is in Appendix A. The NASA STARS process will only be used at Centers that have rolled out and have begun recruiting using Resumix.

Resumix

Resumix is an automated employment referral system. It replaces the manual review of applications with state-of-the art technology that matches qualified applicants with vacancies. This system uses advanced optical character recognition software, imaging technologies, and a patented skill extraction system to “read” your resume.

The Process

Under Resumix hiring, managers and human resource (HR) staff jointly identify the needed skills for the position. Once the HR staff receives the request for recruitment, they match qualified applicants from the database to the skills selected by the manager. This process is much quicker than the previous one. However, Resumix does not entirely replace the human element. HR staff personnel still review resumes to make sure that referred applicants meet qualifications.

The Resume 

This resume guide will help you prepare the best resume for this automated system. It contains detailed information on how to prepare and submit a properly formatted resume, and how to apply for vacancy announcements.

In order to apply for jobs, you must submit a resume. We will no longer accept SF171s and OF612s. For best results, use the NASA Resume Builder found under “How to Apply” on the NASA Jobs web page at www.nasajobs.nasa.gov to prepare and send your resume. When you create a resume through the builder, it will format correctly and contain all necessary information you need to be considered for NASA jobs.  You will also receive immediate notification of receipt.

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. 

Supporting Documentation

Unless the vacancy announcement specifically requests a document at the time of application, you are no longer required to submit supporting documentation, such as a DD-214 or a SF-50 Notice of Personnel Action, or proof of your degree at the time you submit a resume. However, selected applicants must be prepared to provide supporting documentation before they enter employment with NASA.

The Announcement and Quick Apply

You must also apply for at least one NASA vacancy announcement at the time you submit your resume, using the easy Quick Apply function on the Resume Builder. If you do not apply for an announcement, we will not process your resume. (The only exceptions to this are NASA employees submitting resumes for skills inventory purposes.) 

Once you submit your resume, you will need only to apply for future vacancy announcements using the Quick Apply function. You will find detailed instructions on using this function in Section 4 of this guide.

 Citizenship

Jobs posted on the NASA Jobs site are open only to U. S. citizens. Other than under extremely rare exceptions, you must be a U.S. citizen in order to work for NASA as a civil service employee. If you are not a U.S. citizen, you may wish to consider opportunities with one of our International Space Partners. The NASA Jobs web page has information on these partners from the link Information for Non U.S. Citizens.

NASA Is an Equal Opportunity Employer

Selection will be made without discrimination for any nonmerit reason such as race, religion, age, sex, national origin, marital status, nondisqualifying physical or mental disability, sexual orientation, or political affiliation.

NASA provides reasonable accommodations to applicants with disabilities. If you need a reasonable accommodation for any part of the application and hiring process, please notify the Agency. The decision on granting reasonable accommodation will be on a case-by-case basis.

Be sure to read the instructions carefully before you start preparing your resume. We will not accept resumes that do not contain required information as discussed in this guide.

Key Points

· For best results, use the NASA Resume Builder Web page found under the “How to Apply” section at www.nasajobs.nasa.gov to prepare and send your resume.

· Send only one resume of no more than 6-pages (a new resume will replace the old resume).

· Do not send supplemental documents such as the DD 214 or transcripts. We will ask for these only from the selected applicant.

· When submitting a paper resume, follow the instructions in this resume guide and avoid colors, graphics, pictures, or unusual fonts.

· Do not fax your resume, it will not be accepted.

· Remember to Quick Apply for a vacancy announcement.
· U. S. citizenship is required.
Section 1—Locating Employment Opportunities at NASA

Where to Look

The NASA Jobs Web site at www.nasajobs.nasa.gov gives job seekers easy access to employment opportunities. From this site, you can link to the NASA Resume Builder and Quick Apply for vacancy announcements. When you select the NASA Civil Service Vacancies link, you will be transferred to the Office of Personnel Management’s (OPM) USAJobs web site. There you will see a page where you will be able to look for job opportunities at all ten NASA Centers as well as NASA-wide vacancies. Visitors to the Web site can also access the NASA Resume Builder and Quick Apply through links within the vacancy announcement. 

Information about NASA Jobs

NASA Jobs at www.nasajobs.nasa.gov also provides an online introduction to the numerous opportunities to work with NASA. Select Where We Work under the Working for NASA link to find out information about the work at each NASA Center, as well as local information about the Center’s location and items that may be useful for those living or moving to the areas.

Vacancy Announcement Types

Once you are at the USAJobs site, you will find two types of announcements:

Open Continuous: Some NASA jobs posted on the Web site are open to high quality, experienced and entry-level applicants on an almost continuous basis. Applications made under open continuous announcements are accepted and retained for a period of time, usually 6 months from receipt, for consideration for vacancies that occur during that time period.

Case Examining: Most NASA jobs posted on the Web site are opened to candidates as vacancies occur. Applications must be received by midnight Central Time on the closing date of the announcement for consideration.

Using Quick Apply

Whether you are applying for an open continuous job vacancy or a specific “case examining” job vacancy, always include the vacancy announcement number of the job you are seeking when you submit your resume or on the Quick Apply form.  See Section 4 of this guide for more information.

Section 2—NASA’s Resume Builder

NASA’s Resume Builder will help you prepare a properly formatted resume for responding to a NASA job vacancy announcement. It provides a user-friendly template form with the ability to easily move between sections of your resume. You can also save your resume on-line and retrieve later to view or revise.  On completion, you can electronically submit your resume (and Quick Apply) directly to the NASA Resume Operations Center (ROC), which will process resumes for all NASA Centers.

You can access the Resume Builder either from the vacancy announcement or directly from the NASA Jobs web page. 

Resume Builder Contents

The Resume Builder is divided into 5 major sections, covered in more detail in Section 3:

· Personal Information

· Work Experience

· Education

· Additional information

· Supplemental Information

Resume Builder Options

The Resume Builder provides two ways to complete your resume:

Build online. This is the recommended method. When you use the resume template, you can be sure that your resume will be properly formatted and have all the necessary information.  In addition, you can save a partially completed resume and retrieve or change your resume after submitting it. This will allow you to later edit or add new experience.

Cut and Paste: If you all ready have an up-to-date resume that displays your experience, education and training in the best possible manner, you can cut and paste that resume into the builder. However, you must still be able to access and complete the supplemental questions.

Resume Builder Fields

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.

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. 

Quick Apply Function

If you developed a resume in the NASA Resume Builder, you can use the on-line Quick Apply function found on the Resume Builder login page to apply for NASA vacancies. The Quick Apply form (URL) must contain the number of the vacancy announcement. The only resumes accepted without an announcement number are from NASA employees submitting resumes for skills inventory purposes. See Section 4 of this guide for more information on Quick Apply.

Accessing the Builder

Logging In

When you first enter the Resume Builder, you will be asked if you want to:

· Create a new account by creating a user ID and password, or

· Log in as an existing user

Creating a New Account

When you select create a new account, a screen will display, asking if you are a U. S. citizen. You must respond to continue in Resume Builder.  If you are not a U. S. citizen, you will be directed to citizenship requirement information on the OPM site, or to other career opportunity information.

Selecting a User ID and Password

Next, you will be asked to fill in a user ID and password you would like to use for this account. Your user ID should be something easy for you to remember like your name or email address. (Using your e-mail address is recommended since that will make it easy to obtain a temporary password later if you should forget your old password.) Your password must be at least eight characters in length and can be a combination of letters (upper case or lower case), numbers or special characters. You will need to remember your user ID and password for future access to your account. 

Existing Account

If you have previously established an account, you can access the information you have already entered and stored on the Resume Builder by logging into your account. In order to log into your existing account you must enter your previously created user ID and password.

You will not be able to maintain multiple resumes even if you set up separate accounts. The Resume Builder will identify duplicate resumes based on your Social Security Number and will submit the latest version. We will maintain only one resume per applicant. 

If you do not remember your password, you are given an option in the Existing Account section to get a temporary password. You can use this option only if you have provided your email address in the Personal Information section of the Builder, or used your e-mail address as your User ID. The Resume Builder will e-mail a temporary password to that e-mail address.

Personal Information

When you have finished entering information to create a new account, you will enter the Personal Information screen to continue to establish your account. 

This is where you enter your name, address, phone numbers, e-mail address and Social Security Number. The information becomes the first part of your resume. You will also be asked if you are an applicant with prior Federal experience and how you were referred to NASA. Additionally, you will be asked if you would like to use the Resume Builder (recommended) or paste a text copy of your resume. Completion of this information establishes your account.

We request your Social Security Number (SSN) under the authority of the Executive Order 9397 in order to keep your records straight; other people may have the same name. Providing your SSN is voluntary, however, if you do not give us your SSN or any of the other information marked required, we cannot process your resume, which is the first step in getting a job with NASA. The information provided on your resume will only be used for employment considerations.

Your Resume Home Page

Once you complete the personal information section, your resume home page will display. From this page, you will be able to view all five sections of your resume and go directly to the ones you need to complete or would like to edit. You can also view and edit your personal information at this stage. The information you complete on each section is automatically saved as you complete it. Brief instructions are provided for filling out each section. If you need more detailed information, you can open the link for the Resume Guide or refer to the step-by-step instructions in Section 3 of this guide. The Resume Home Page sections are described below:

Work Experience

In this section, you describe all relevant work experience. If you indicated that you worked for the Federal government in the Personal Information section, you will see an option to add Federal experience or non-Federal experience. The Federal experience option asks for information relative to Federal employment such as the grade level of the position. (As you add each work experience, a link for that job will display on your Home Page. This allows you to access a specific work experience from your Resume Home Page.)

After you complete an entry in a work experience section, you have an option to:

Add another Federal experience, or
Add another non-Federal work experience, or
Return to your Resume Home Page.

Note: the work you have completed is saved as you complete each section

Education

Enter high school and higher education you have obtained in this part, including degrees and diplomas. (As you add education, a link to each separate entry will display on your Home Page. This allows you to later access and edit your education.)

Most entry-level professional engineering and scientific jobs at NASA, as well as other jobs such as auditor and those in the acquisition field, have specific degree or coursework requirements.

For Aerospace Technologist (AST) positions, applicants are required to show successful completion of a standard professional curriculum in an accredited college or university leading to a bachelor’s degree with a major in an appropriate field of study such as engineering (not engineering technology), physical science, life science or mathematics. You can find out more about educational requirements from the vacancy announcement.

Education completed in foreign colleges or universities may be used to meet the above requirements if you can show that the foreign education is comparable to that received in an accredited educational institution in the United States. It is your responsibility to provide such evidence when applying.

The vacancy announcement will list any degrees or specific courses required in order to meet minimum qualification requirements. To receive consideration for positions with specific educational requirements, you must provide specific degree or detailed course information to show that you meet these requirements. 

ADDITIONAL INFORMATION

In this part, you 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. Be sure to add the information in the appropriate box and include dates. Under Other Information, you can list other relevant information such as foreign language skill, honor society membership, etc.

When you have finished, you can click on the return button at the bottom of the screen to return to your resume home page.

SUPPLEMENTAL INFORMATION

In this part, you answer a series of questions on: 

· your eligibility for veteran’s preference in hiring:

· if you are willing to accept a temporary (lasting one year or less) or a term (lasting for up to 4 years) position;

· if we may contact your current supervisor;
· if you are eligible for a special program or hire authority such as Veterans Readjustment Authority (VRA) appointments, Veterans Employment Opportunities Act (VEOA) appointments or appointments under a Special Authority.

If you are a current or former Federal employee, you will also be asked
· for the highest pay grade you have held on a permanent basis and the dates which you held it;

· if you accepted a Buyout, also called a Voluntary Separation Incentive Payment (VSIP), and if so, the date; and
· if you are eligible for priority consideration under the Interagency Career Transition Assistance Plan (ICTAP/CTAP).

You must answer the questions in the Supplemental Information section to be considered for Federal employment. Information obtained from you may afford you priority consideration or entitlements to preference as you apply for Federal jobs. More detailed information on this subject and directions for access to other appropriate Web sites is provided in Section 3 of this guide.

Supporting Documentation

Unless the vacancy announcement specifically requests a document at the time of application, you are no longer required to submit supporting documentation, such as a DD-214 or a SF-50 Notice of Personnel Action, or proof of your degree at the time you submit a resume. These documents will be required from you if you are selected. 

Completion of the Resume

After you have completed all the parts of Resume Builder, you can:

· 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. The form must be completed before we will accept your resume.

REMEMBER to be honest in completing your resume. Falsification of your resume or qualifications is a Federal crime and could result in termination of Federal employment, and may be punishable by fine or imprisonment. If selected, you will be required to sign a statement that all information provided on your resume are true, correct and complete.

Section 3—Building Your Resume

The following provides specific instructions on how to complete each field in the Resume Builder. Some fields are marked with an asterisk. These are required, and you will not be able to submit your resume until they are completed.

Personal Information

Your Name

Enter your first name, middle initial and last name in the appropriate blocks

Social Security Number

Enter your nine digit Social Security Number without any dashes or spaces. For security purposes, your SSN will be show as “*********”. You will be asked to re-type your SSN to ensure that you have input it correctly.

E-mail Address

If you have an e-mail address, please enter it on your resume. Your e-mail address will be used to email a confirmation that your resume has been submitted and, in the event you forget your password, to email a temporary password to your account. If you do not supply an email address, these options will not be available to you.

Phone Numbers

Home Phone

Enter your home phone number into the first phone number field. Use the following format: For example, (555) 123-4567.

Work Phone

Enter your work phone number into the second phone number field and include any extension it the Ext. block. Use the following format: For example, (555) 123-4567.

Permanent Address

Enter your complete permanent address, including the ZIP/Postal Codes in the block. Enter a five-digit zip code (the four digit-zip code extension is not required) or your postal code. Include an apartment number, if appropriate.

Current Address

Please enter your complete current address, including the ZIP/Postal Codes, if it is different from your permanent address. Enter a five-digit zip code (the four digit-zip code extension is not required) or your postal code. Include an apartment number, if appropriate.

NASA Center

This question will display if you indicated you are a NASA employee. Use the arrow to the right of the box to reveal the menu and select the Center where you are currently employed. Completion of this field enables NASA employees to submit resumes without a specific vacancy announcement number for their use in NASA’s skills inventory.

Referral Source

This question will display if you indicated you are not a NASA employee. Enter the source where you learned about NASA employment. Click on the arrow to the right of the block to display a menu of choices:


Ad in newspaper or professional journal or magazine

College recruitment

Commercial Web site

Job Fair

NASA Jobs Web site

OPM Jobs Web site (USAJobs)

Other recruiting sources.

Federal Civilian Employment

This question will display if you indicated that you are not a NASA employee. In order to make decisions on how to consider you for employment, NASA individuals who review your resume need to determine if you were previously employed in the Federal service as a civilian employee, not in the military service. Select the appropriate button, indicating whether or not you have prior or current Federal civilian employment.

Resume Builder Option

This allows you to choose whether to use the Builder template, or cut and paste an already completed resume.  Using the Resume Builder is the recommended option since it ensures that you will submit a properly formatted resume. It is simple to use, and gives you future access to edit and update experience. If you choose to insert a completed resume, you will be taken to the page where you can cut and paste your resume information in the Resume Text Box. (You will only see this option when you first create your user account.) Using this option still enables you to access the Supplemental Questions, which are required for submission of your resume.

Work Experience
You must fill in the first employment history block with your current or most recent employment, and list any other relevant employment experience sequentially starting with the most recent. Do not list past positions that are not relevant to the types and grade levels of positions for which you wish to be considered. Generally, list only the last 5-8 years of pertinent experience.

Federal Work Experience:

List the dates in which you occupied the position–the start and end date, employer, job title, the pay plan, series, and grade, and date of your last promotion. If this is your current position, leave the end date blank.

Select from the menu the type of appointment you held. Descriptions of each type of appointment follow:

· Permanent. Select this option if the position you are adding is/was in the competitive service and you were employed on a career or career conditional appointment that had no time limit.

· Term. Select this option if your competitive appointment had a time limit of more than one year, but your appointment was not permanent. 

· Temporary. Select this option if your appointment was made with a time limit, NTE date, of more one year or less even if it was extended beyond a year.

· Excepted. Select this option if the position you were adding is/was in the excepted service and you were employed on an excepted or excepted-conditional appointment that had no time limit.

Enter the hours worked per week, the name of your supervisor, and your supervisor’s phone number. If any of your job titles contain a suffix such as “(Office Automation)”, include the suffix with the job title.

Non-Federal Work Experience

List the dates in which you occupied the position, the start and end dates, employer, job title, annual salary, the hours worked per week, the name of your supervisor, and supervisor’s phone number. If this is your current position, leave the end date blank.

Describing Your Experience

When describing your experience, focus on the aspects of your prior employment that are relevant to the kind of positions for which you wish to be considered.  Include:

· Only major tasks that demonstrate your knowledge, skills and competencies to perform jobs you are interested in.

· Any key systems or software you have used, but only if they are necessary to demonstrate your qualifications for specific positions. 

· Regulations, directives, instructions, etc. with which you have worked, implemented, researched, or developed that are pertinent to the positions for which you wish to be considered.

For further information on describing your experience, see Section 5 of this document titled “Tips on Preparing Your Resume”.

Education

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:

· List the high school and college(s) or university(ies) you attended.

· List the location of the school, college or university.

· Select the Degree or diploma achieved from the menu by clicking on the arrow to the right of the box. If your degree is not on the menu selection, enter your degree in the box to the right.

· List the date you received your degree or when it is expected.

· Enter your GPA in the box.

· List your major field of study.

· If the vacancy announcement requires specific coursework, list the coursework in the box, the credit hours granted, and indicate whether the hours were semester or quarter hours.

· If you have no degree, but have completed some post-secondary courses, show total credits earned and indicate whether the credits were semester or quarter hours. Technical and vocational courses of study may also be included as education entries.

NOTE: 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. You should not submit a transcript when you apply for a NASA position, only if you are selected for the position.

Additional Information

Provide any additional information including training, licenses, or certificates; publications; awards; and any other information relevant to the type of positions you are seeking.

Training

List any relevant training courses that you have completed. Show the title of the course, number of days the course took, and the 4-digit year you completed the training.

Licenses and Certificates
Show any professional licenses or certificates you possess (e.g., Certified Public Accountant) and the year awarded.

Publications

List any relevant publications you have authored and the date published.

Honors, Awards, and Special Accomplishments

List any awards, honors, and special accomplishments achieved. Include 4-digit year received for each.

Other Information

List any other information such as foreign language skills, membership in societies, etc.

Supplemental Information

Due to laws and requirements covering Federal employment, we must collect information such as military service and previous Federal employment to determine the proper way to refer your application for consideration. Most of the information in this section is marked with an asterisk and must be completed prior to submission of your resume. If you do not provide this information, we will not be able to process your resume and you will not receive any further consideration.

Veterans’ Preference
Veterans who are disabled, or who served on active duty in the Armed Forces during certain specified periods or in military campaigns, are given preference in Federal employment. Select the appropriate button in this section if you are entitled to veterans’ preference.

· none

· 5 Point

· 10 Point/30 Percent Comp

· 10 Point/Disability

· 10 Point/Compensable

· 10 Point/Other

To assist you in determining your veteran’s preference status, the Resume Builder provides a link to an “online” veteran’s preference advisor. You may also refer to the detailed description on veteran’s entitlements below.

Online tool

The Department of Labor has developed an Expert Advisor system to answer questions on eligibility for preference. The Internet address is http://www.dol.gov/vets/public/programs/programs/preference/main.htm.  You can also access this site from the Resume Builder by clicking on the How to determine your eligibility link in the Veterans’ Preference section.

Veterans’ Preference Eligibility

Refer to the following definitions and descriptions to determine your eligibility. When reading the descriptions the following applies:

· Armed Forces means the Army, Navy, Air Force, Marine Corps, and Coast Guard.

· Active duty for training or inactive duty by National Guard or Reserve soldiers does not qualify as “active duty” for preference.

Category descriptions are as follows:

None (no preference)

You are not entitled to veterans’ preference if you:

· Received a dishonorable discharge.

· Served for 180 consecutive days or less—unless you are service-connected disabled—see 10 point preference below.

· Served only for training—unless you are service-connected disabled—see 10 point preference below.

· Enlisted after 09-07-80 and served less than 24 continuous months:

· unless you received a hardship discharge—see 5 point and 10 point preference below

· unless you served the full period for which you were called to active duty—see 5 point and 10 point preference

· unless you are service-connected disabled—see 10 point preference.

· Retired at the rank of Major/O-4 or above—unless you are service-connected disabled—see 10 point preference.

· Were drafted or recalled to active or recalled to active duty after 10-14-82 and served less than 24 months

· unless you received a hardship discharge—see 5 point and 10 point preference

· unless you served the full period for which you were called to active duty—see 5 point and 10 point preference

· unless you are service-connected disabled—see 10 point preference.

5-Point Preference

You are entitled to 5 point veterans’ preference if you are an honorably separated veteran (an honorable or general discharge) who served on active duty (other than active duty for training) in the Armed Forces:

· During any war (this means a war declared by Congress, the last of which was World War II);

· During the period April 28, 1952, through July 1, 1955;

· For more than 180 consecutive days, any part of which occurred after January 31, 1955, and before October 15, 1976;

· During the Gulf War period beginning August 2, 1990, and ending January 2, 1992; 

· In a campaign or expedition for which a campaign medal has been authorized, such as El Salvador, Grenada, Haiti, Lebanon, Panama, Somalia, Southwest Asia, Bosnia and Kosovo; or

· Medal holders or Gulf War veterans who originally enlisted after September 7, 1980, or entered active duty on or after October 14, 1982, without having previously completed 24 months of continuous active duty, must have served continuously for 24 months or the full period called or ordered to active duty. At least one day of service must have occurred during the period beginning August 2, 1990 and ending January 2, 1992 to be eligible for preference for Gulf War service. Applicants who served on active duty exclusively after these dates would have to be in receipt of a campaign badge or expeditionary medal.

10-Point Disability

You are entitled to 10 point veterans’ preference if you are:

· a Purple Heart recipient, or

· a former member of the Armed Forces who was separated under honorable conditions and have a service-connected disability that is 10 percent or less, but the Veterans Administration has not awarded any compensation.

10-Point Compensable

You are entitled to 10 point veterans’ preference if you are a former member of the Armed Forces who was separated under honorable conditions and have a service-connected disability that is at least 10 percent, but less than 30 percent, and you are receiving disability compensation from the Veterans Administration.

10-Point/30 Percent Compensable—Veteran

You are entitled to 10 point preference if you have a service connected disability of 30 percent or more.

10-Point Other

You are entitled to 10 point veterans preference if you are

· the spouse or mother of a veteran occupationally disabled because of service-connected disability, or

·  the widow/widower or mother of a deceased wartime veteran.

Availability for Temporary Positions

Indicate if you would accept a temporary position.

Temporary appointments are non-permanent appointments filled for one year or less. However, these appointments may be extended for an additional year, up to a total of 2 years.

A temporary appointment does not lead to competitive or permanent status nor are you entitled to retirement or other benefits. However, if your appointment is extended to a second year, you will be eligible to participate in the Federal Employees Health Benefits Plan (FEHB). If you choose to enroll, you will pay the full cost of enrollment.

Availability for Term Positions

Indicate if you would accept a term position.
A term of appointment is a non-permanent appointment that can be filled for more than a year, but not more than 4 years. The appointment will end automatically on the expiration date of the appointment. A term appointment does not lead to competitive or permanent status.

If the term appointment is on a full time work or part time work schedule, you are eligible for all benefits and entitlements. You are entitled to earn leave (vacation and sick time), as well as have retirement, and you can take advantage of the Government’s health benefits and life insurance coverage.

Contacting Your Current Supervisor

Indicate if we may contact your current supervisor. If you indicate yes, please be sure to include your supervisor’s name and phone in the work history section. Please note if you select undecided that you must indicate if we can contact your supervisor by clicking on yes or no before your resume can be submitted.

Employment Category

The Federal government has many special hiring authorities that provide optional means to consider certain applicants.  These authorities have very specific eligibility requirements. After you read the definitions below, select any appropriate employment category or authority that applies to you. 

Veterans Readjustment Appointment (VRA):

The VRA appointment authority is applicable when you apply for positions at a GS-11 grade levels or below, or an equivalent grade in a different system (i. e. Wage Grade). You are eligible for a VRA, if you received other than a dishonorable discharge from military service and,

· served on active duty for a period of more than 180 days which occurred after August 5, 1964 (unless you were discharged or released from active duty because of a service-connected disability), and

·  are appointed within 10 years of discharge (unless you have a service-connected disability of 30% or more).

Active duty is full-time duty in the Armed Forces, other than active duty for training.

Reserve and Guard members do not need to serve more than 180 days of active duty if:

· they were ordered to active duty under sections 12301(a), (d), (g); 12302; or 12304 as defined in 38 U.S.C. 101 (11), or

· their active duty was during a period of war or in a campaign or expedition for which a campaign badge is authorized. (For VRA eligibility, the term “period of war” includes the Vietnam era and Desert Storm/Shield, beginning August 2, 1990 and ending November 30, 1995. It does not include other operations such as Panama and Somalia.)

Veterans Employment Opportunities Act (VEOA) Appointments:

This authority allows eligible individuals to compete for vacancies that are advertised under Merit Promotion procedures (i.e. limited to current or former Federal civilian employees in competitive service positions) if we are accepting applications from individuals outside of NASA. You are eligible for consideration under VEOA if you:

· are eligible for veteran’s preference. (See Veteran’s Preference), or

· have been honorably discharged from the armed forces after 3 or more years or more of continuous active military service. (Active Service is defined in title 37, United States Code as active duty in the uniformed services and includes full-time training duty, annual training duty, National Guard duty, and attendance, while in the active service, at a school designated as a service school by law or by the Secretary concerned.)

Current Federal employees on career or career conditional appointments will not be considered under this authority, and MUST compete under NASA merit promotion procedures. 

Federal Additional Information Section

Highest Grade Held.

This information is necessary so that we can determine your eligibility for consideration. Enter the highest pay grade you have held on a permanent basis and the dates that you held that grade. Leave the “To” date blank if you are still in the position. NOTE: Do not include the grade of a position you held on a temporary promotion. Temporary promotions are not promotions made on a “permanent basis.” In the adjacent box, please indicate the dates–from and to-. Leave the “TO” date blank if you are still in the position.

Buyout or Voluntary Separation Incentive Payment

A Buyout or Voluntary Separation Incentive Payment is a payment made to Federal employees as an incentive to retire or resign.

Indicate if you have ever accepted a Buyout/Voluntary Separation Incentive Payment (VSIP). If you answer yes, provide the date.

NOTE: If you have accepted a Buyout to leave Federal employment, and are reemployed with the Federal government under any type of appointment, for any duration, either temporary or permanent, within 5 years following your separation date, you are required to repay the full amount of the buyout prior to your reemployment. This requirement cannot be waived. More information on buyouts is available at http://www.opm.gov/employ/html/vsi.htm.

Career Transition Programs

Current or former Federal employees who were involuntarily separated or face possible separation as a result of reduction in force, declination of an offer of transfer of function, or directed reassignment or termination of disability, are provided special priority selection rights for vacancies in the local commuting area. If you are eligible for priority consideration under the programs outlined below, please identify the basis of your eligibility for consideration:  NOTE: We need this kind of information with the other supplemental information areas - VEOA, Buyouts, etc.

· None: Check this if you have no eligibility for priority consideration.
· ICTAP (INTERAGENCY CAREER TRANSITION ASSISTANCE PLAN): A participant in this plan is a current or former federal employee displaced from a Federal agency. To be eligible you must have received a formal notice of separation such as a RIF separation notice. If you are an ICTAP eligible you will be provided priority consideration for vacancies within your commuting area for which you apply and are well qualified. See the Basis for Rating section in the vacancy announcement for definition of well qualified.
· CTAP (CAREER TRANSITION ASSISTANCE PLAN): A participant in this plan is a current or former NASA employee who has been separated or received a certificate of expected separation or official certification that his or her position is surplus, for example a notice that your position will be abolished or that you are eligible for discontinued service retirement. If you are a CTAP eligible you will be provided priority consideration for vacancies in your commuting area for which apply and are well qualified. See the Basis for Rating section in the vacancy announcement for definition of well qualified.
Section 4—Applying for a Vacancy Under NASA STARS

Quick Apply

Once you have a resume on file with NASA, you can apply for a vacancy announcement by submitting a simple Quick Apply.

You can easily prepare your Quick Apply form by clicking on the Apply button on the vacancy announcement. This will take you to the login page for the Resume Builder, which gives you an option to enter Quick Apply if you already have a resume on file. You can also select Quick Apply when you access the NASA Jobs Web site in the ‘How to Apply’ area. You may also download and complete the form.

Remember, to use Quick Apply, you must have completed and submitted a resume.

Vacancy Announcement Number

You must enter the vacancy announcement number for which you would like to apply in order to submit your resume to NASA (unless you are a NASA employee submitting a resume for the skills inventory). Be careful to enter a number correctly as this is the only way a NASA center knows which vacancy you are interested in.  If you enter an incorrect number, you will not be able to submit your resume. (If you entered Quick Apply from the NASA Vacancy Announcement site, the vacancy announcement number field will be automatically populated.)

Social Security Number

We need your Social Security Number to locate your resume in our database. If you do not provide it, we will not be able to process your resume for the vacancy you indicated on the quick apply. You will not see this field if you entered Quick Apply from the Resume Builder. If the field appears, enter your Social Security Number, just the digits and no dashes. 

Center Location

Some announcements are open NASA-wide or for multiple centers. In these cases, you must identify the locations for which you would like to be considered. Indicate the desired Center or organization location(s) as defined in the body of the Vacancy Announcement. The “Where we work” section on our Web site at www.nasajobs.nasa.gov provides an online introduction to each Center’s location and items that will give you additional information about the Center and the local area. NOTE: if you enter Quick Apply from the announcement and the announcement is limited to one center, you will not see this option.

Following is a list of the NASA Centers and their locations:

Ames Research Center



Moffett Field, CA
Dryden Flight Research Center

Edwards AFB, CA
Glenn Research Center



Cleveland OH
Goddard Space Flight Center


Greenbelt MD
Headquarters






Washington DC
Johnson Space Center




Houston TX
Kennedy Space Center



Kennedy Space Center FL
Langley Research Center



Hampton VA
Marshall Space Flight Center


Huntsville AL
Stennis Space Center




Stennis Space Center MS

Lowest Acceptable Grade

If the vacancy announcement indicates the position(s) may be filled at more than one grade level, indicate the lowest grade you are willing to accept. You will not be considered for grade levels below that grade. For more information on grade levels and salaries, you can view current Federal salary tables by visiting the Office of Personnel Web site at http://www.opm.gov/oca/payrates/index.htm.
Submitting the Quick Apply

Once you have completed the application information, all you need to do is click on <Quick Apply> and you will be able to apply for the vacancy on line or print the form and submit it by mail to the NASA ROC at Marshall Space Flight Center, Huntsville.

Section 5—Tips for Preparing Your Resume

Getting Started

Stay focused on the purpose of the resume, which 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. You should start by thinking seriously and carefully about your personal advancement goals. Concentrate on narrowing your scope of interest to that most sought after position or those very few positions in which you feel your career would be best enhanced. You should describe your competencies and skills in a straightforward manner.

When completing the application forms, such as a SF-171, or an OF-612, you may think that the more ways you describe the same kind of experience, and adjectives you use, the more credit you will receive in the rating and ranking process. This doesn’t apply to the NASA STARS process. A NASA STARS resume presents you as a “whole person”.   It centers on what you actually did on the job and the competencies you have acquired over the course of your career which have prepared you for the kind of positions you are seeking. The best resume is one that is focused, concise and includes only significant skills, knowledge and abilities from your background. Preparing a resume like this requires an investment of effort, thought, and preparation before the easy part, putting words on a page, ever begins. 

Preparing a short, substantive resume is a radical departure for many of us, who for years frequently submitted lengthy, immensely detailed “life histories” of our prior work experience. You need to completely change the mindset you bring to the task of preparing a resume.

Before beginning to write your resume take time to think about your career goals and the kinds of jobs you may want to apply for or consider in the future. Focus on the competencies and qualifications needed to do these jobs. You may want to review job announcements or position descriptions to see what competencies are required for the type of positions you are interested in. This will help you relate these competencies and requirements to your competencies and experience.

Remember: ONLY include those items of experience, education, and training which DIRECTLY SUPPORT your career aspirations.

Make an outline. List your:

· position titles, series, and grades,

·  education: college/university, degrees, dates, and

· recent, job-related training.

List the jobs you have had that are relevant to your career goals. For instance, if you had a summer job that was a clerical job and you are applying for a professional position, don’t list that job. Except for your current position, you should only include those positions that are relevant to your career objectives, and omit those that don’t provide any information on your capability or possession of skills or competencies to perform in the positions for which you want to apply.

Think about:
· the projects you have worked on,

· what your specific duties were,

· what you needed to know to do the job

· what tools, software or equipment you used, and

· what you accomplished.

One way to focus on your specific duties and projects is to take your position description and highlight the major duties you perform. You can usually find the major duties in the first sentence of each paragraph under Duties and Responsibilities.

Then prioritize those, zeroing in on the main duties you performed. Reword them using short sentences and phrases and active voice—turn the sentences around into action phases.

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, and special benefits received.

Read the job announcement, job descriptions of positions that you want to consider. This will help you understand the types of skills and knowledge required to do the job.

· Highlight the words and phrases used in the announcements and job descriptions to describe the duties and the required competencies and use them in your resume.

· Write a list of your matching skills, experience, training and education.

· Use technical terms that are commonly used in your occupation or the one you want to consider.

Writing Tips

Unlike form-based applications, like the SF-171, in which you described your work experience in detail, your NASA STARS resume should be skills-based. We want to know what you did on the job. The best way to convey that is to use simple sentences and concrete words not flowery adjectives. Instead of describing what your responsibilities were, describe your accomplishments:
· Summarize. Briefly describe your most important skills at the beginning of each experience section.

· Focus. Starting with your most recent experience, show where you worked, the beginning and the ending dates, and the name and phone number of your supervisor. Include only work experiences and skills that are relevant to your career goals. For instance, if your career goals are in the budget area, don’t include old experience as a clerk-typist.

· Use simple sentences and active voice. Emphasize nouns and verbs. Instead of describing what your responsibilities were, describe exactly what you did. 

· Don’t write, “Performed the full range of project management duties for a new information system.” Do write “Used Microsoft Project to develop timelines. Prepared budget requests, hired staff, selected vendors, negotiated contracts, and designed and implemented a new Unix client-server information system.”

· Name any tools, software, or equipment you used, and any specialized knowledge you acquired:

· 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 operating systems, including DOS, Windows 3.1 and Windows 95, Macintosh. Used Adobe Photoshop.”
Use action words and phrases such as:

· Designed and implemented new organizational structure plan

· Negotiated contracts of up to 90K

· Delivered report on waste management

When you finish writing a paragraph, it is helpful to stop and 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?

· Have I adequately described the major characteristics of my occupation or background and skills that are most common to my occupation?

How to Prepare a Paper Resume

The most difficult resume for the computer to read is a poor quality copy that has large font sizes, has graphics or lines, is too light, or uses paper that is too dark. For best results, we recommend that you:

· Limit your resume to six pages; longer resumes will not be accepted;

· Use white 8 ½” X 11” paper, printed on one-side only;

· Use a minimum margin of 1 inch on all sides of your printed Resume;

· Provide a laser-printed original, if possible. A typewritten original or a high-quality photocopy is acceptable. Do not submit resumes printed on dot-matrix printers;

· Do not fold, staple bind, or punch holes in the resume;

· Use standard font, preferably Courier font, 12 point;

· Don’t condense spacing between letters;

· Limit use of boldface or all capital letters for section headings, as long as the letters don’t touch each other;

· Avoid fancy treatments such as italics, underlining, shadows, and reverse (white letters on black background);

· Avoid vertical and horizontal lines, graphics, and boxes;

· Avoid two-column format or resumes that look like newspapers or newsletters;

· Type your name and SSN at the top left or right of each resume page;

· Use standard address format below your name;

· Do use the full 9-digit Zip Code;

· List each telephone number on its own line.

Resumes longer than six pages will be rejected and not returned.

Once your resume is in our database, you can then Quick Apply for vacancies. If you Quick Apply using the NASA Jobs Web site you will receive confirmation of receipt via e-mail.

REQUIRED INFORMATION

PERSONAL INFORMATION

Full Name (First MI Last)

SSN

Home Phone Number

Work Phone Number

Email address

Permanent Address: Street Address, City, State, Zip

Current Address (if different from permanent address): Street Address, City, State, Zip

WORK EXPERIENCE

(Describe current position first)

Start and end dates (month, day and year)

Employer’s name and complete address

Position title, pay plan, series, Grade (If Federal position)

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 #

All major tasks (Include in your description any systems you have worked on; any software programs you have used; any special programs you have managed; any regulations managed; any regulations, directives, etc. you have used; any other job-related information you would like to include).

EDUCATION

(e.g. AA, BA, MS, PhD)

To receive consideration for some NASA positions you must provide information regarding your successful completion of a degree in a particular field from an accredited academic institution along with specific coursework on your resume. For example, if you are applying for a position with education requirements such as 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.

List the school, college or university you attended, the location of the school, college or university, the Degree or certificate awarded, the date your degree was received or when it is expected, your GPA and your or to be awarded if within 9 months major field of study.

If the vacancy announcement requires specific coursework, list the coursework and indicate whether semester or quarter hours.

If you have no degree but have completed some post-secondary courses, show total credits earned and indicate whether semester or quarter hours. Technical and vocational courses of study may also be included as education entries. 

ADDITIONAL INFORMATION

In this part, you can list any special training, professional licenses and certificates including date(s) certified and the State where it was awarded. List any awards and any other information (e.g. language proficiencies, professional associations, etc.) pertinent to your career goals.

SUPPLEMENTAL INFORMATION

Answer all general questions, even if the answer is no or none:


Veteran’s Preference Eligibility


Temporary Position Availability


Term Position Availability


Contact Supervisor Information


Employment Category

Former or current Federal employees only:


Highest Pay Grade Held


Buyout Information


Interagency Career Transition Program Information

Sample Resume

Heather Fields
999-96-9911
66 Walden Pond Lane
Lexington, MA 55555
HM: (617) 750-4062
WK:(617) 888-4555
Email: hfields@spacelab.gov

EXPERIENCE

15 May 1999 to Present
Aerospace Engineer GS-861-12
U.S.Space Laboratory
337 Post Road, Newton, MA 55551
Mr. John Smith, (617) 871-4586
Date of Last Promotion: May 2000

Conducts thermal analysis, design and testing for large spacecraft and space instrument systems. Develops qualification requirements for new thermal technologies. Performs heat transfer analysis by constructing mathematical models, running parametric studies, evaluating design concepts, making tradeoffs, performing sensitivity studies and documenting results of these analysis. Defines thermal system and subsystem hardware requirements and procures the defined hardware. Reviews and approves plans and specifications for spacecraft, instruments and subsystems.

15 May 1998 to 14 May 1999
Aerospace Engineer
Spacecraft Technologies
99 Blossom Center, Newton, MA 55551
Ms. Marjorie Flowers, (617) 871-4586

Conducted heat transfer analysis on spacecraft and instrument subsystems. Developed computer models to perform tests and analysis on thermal control devices to resolve issues and problems and make design recommendations. Designed the test configuration and defined the test conditions and test predicts.

EDUCATION

BS in Chemical Engineering, 1997, University of Connecticut,
MS in Aerospace Engineering, 1998, Massachusetts Institute of Technology

TRAINING: Contracting Officer’s Technical Representative Training (8/00)

APPRAISALS & AWARDS: Outstanding Performance 5/00, Special Act Award, 11/01

Supplemental Information
Veteran’s Preference - None

Temporary Positions - No

Term Positions - No

You may contact my current supervisor

Employment Category - None

Highest Grade Held - GS-12, 15 May 2000 to present

Buyout/VSIP - No

Interagency Career Transition Program - None

Appendix A—Target Roll Out Schedule

Goddard Space Flight Center



6/25/2001

Marshall Space Flight Center



7/23/2001

Stennis Space Center





7/30/2001

Langley Research Center




8/20/2001

Johnson Space Center





8/27/2001

Kennedy Space Center




9/10/2001

Ames Research Center




9/24/2001

Dryden Flight Research Center


10/1/2001

Glenn Research Center




10/22/2001

Headquarters/Inspector General


10/29/2001

Appendix B—Frequently Asked Questions About NASA STARS
1. How long will my resume remain on NASA’s Resume Builder?
Your resume will be stored on the Resume Builder as long as you are accessing it. If your resume is dormant for over 180 days it will be purged from the system

2. How does Resumix work?
The new technology is “knowledge based” which means it has the ability to read an applicant’s resume in context. It reads your resume and compares it against the skills required for a position. It identifies the applicants who have the needed skills for the vacancy. Under Resumix hiring, managers and human resource (HR) staff jointly identify the needed skills for the position. Once the HR staff receives the request for recruitment, they match qualified applicants from the database, who had applied for a specific announcement, to the skills selected by the manager. This process is much quicker than the previous one. However, Resumix doesn’t entirely replace the human element. Resumes are still reviewed by HR specialists to make sure that referred applicants meet qualifications.

3. How does the new method help me?
Here are a few reasons why we think that you will prefer this new method to the old way of applying for a job:

· You only have to submit one resume to be considered for multiple positions.

· The resume is easier to prepare than the lengthy SF-171 or OF-612 form.

· There is no requirement for separately addressing knowledge, skills, and abilities (KSAs), or supplemental forms.

· Using an automated system provides consistent and objective results.

4. Do I need to give my social security number?
Yes. The social security number is what we use to track your resume.

5. Do I need to submit supporting documentation when I submit my resume?
With the NASA STARS process, applicants are no longer required to submit supporting documentation, such as a DD-214 or a SF-50 Notice of Personnel Action, at the time they submit resumes, unless the vacancy announcement specifically requires that a particular document be submitted at the time of application. These documents will be required from the applicant who is selected. 

6. Will I need to submit separate KSA statements for vacancies at NASA?

No, NASA’s new hiring process allows you to address your KSAs and competencies in the body of your application.

7. I’m a NASA employee. Can I use the Resume Builder before NASA STARS is rolled out at my Center?

Yes, NASA employees can develop their resumes using this tool.  You will be able to access your resume up to 180 days after the last access date and will have the option of editing, viewing or printing the resume.  However, you will only be able to submit your resume electronically to those Centers that have rolled out NASA STARS.

8. Will I be able to submit a resume if I have not identified a job to apply for?

If you are a NASA employee, you will not have to identify a specific vacancy announcement number in order to submit your resume to NASA’s resume database. Resumes that do not identify a vacancy announcement number are stored in NASA’s skills inventory for workforce planning and analysis. If you are not a NASA employee, you must identify a vacancy announcement in order to submit your resume.

9. What is a “Quick Apply”?

In order to simplify the application process, NASA will no longer require you to submit a separate resume for each position you are interested in.  Once you have developed your resume, you will have the option to access our “Quick Apply” form on the NASA Jobs web site to express interest in other vacancies.
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