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APPLYING FOR JOBS AT USMA

1. This bulletin contains important information about how to apply for the majority of Department of Army positions at the United States Military Academy and describes the most recent change to the process of submitting your resume.  

Effective 5 March 2004, all resumes must include a Supplemental Data sheet.  

This bulletin will also answer some frequently asked questions (FAQ) on how to apply using the Resumix system and how to use ANSWER.

Q:  Aren't Resume Builder/ RESUMIX/ and ANSWER all the same thing?

A:  No, they are distinctly different things used for different purposes.

Resumix is the database of received resumes in the Centralized RESUMIX database.  RESUMIX is not a verb.  You do not "RESUMIX", you send a resume or a self-nomination to be entered into the Resumix database.

Resume Builder is a tool for your personal use in creating and sending out resumes.  No one sees your record there but you.  If you do not sent it out, it is comparable to building a resume with your word processor and saving it to your own computer - no one will see it if you do not send it to the RESUMIX database.

ANSWER contains "views" into the RESUMIX database allowing you to view the status of your record there, e.g. your resume, self-nominations, status, etc.

Q:  How do I prepare a resume?

A:  The Army's Resume Builder is the preferred method for preparing your resume and supplemental data sheet for submission to the Army RESUMIX database.  The use of the Army's Resume Builder ensures that your resume is developed in a uniform manner and conforms to the proper format for processing.  It is also the most efficient way to get your resume into the RESUMIX database.  The builder also allows you to easily update your resume when you want to make changes.

The Resume builder can be found at : www.cpol.army.mil.  Go to the employment screen and select "Army's Resume Builder".

Q:  Is it necessary to send Supplemental Data with my resume?

A:  Yes.  If you do not submit the Supplemental Data, or if it is incomplete, your resume will not be processed.  If you use Army's Resume Builder you will automatically be prompted to complete the data.  

Q:  What if I already have a resume on file that doesn't have the Supplemental Data?

A:  That's ok, the resumes already in the RESUMIX database will remain active and can still be used for any self-nominations you submit.  However, if you submit an updated resume you will need to make sure to include the Supplemental Data.  The easiest way to do this is to use the Army's Resume Builder to write and submit your resume.   
 

Q:  How do I access ANSWER?

A:   ANSWER can be found at www.cpol.army.mil. Go to the employment screen and select "ANSWER".  If you have created a Userid and Password for the Army's Resume Builder then you will use it to access ANSWER.  If you have not, then follow the instructions for NEW USER.

Q:  What information will I find in ANSWER?

A:  You will be able to see, and print out, a copy of your Resume and Supplemental Data.  ANSWER will also show you if your resume is active or inactive, will confirm that your self-nomination was received, and give you the status of your self-nominations.  You should check ANSWER regularly when you have self-nominated for vacancies.  ANSWER will keep you up to date on the status and will let you know if you are qualified for the position, and if you were referred.   It will also document if you were not selected for the position.

Q:  How can I get additional information on RESUMIX, Resume Builder, and ANSWER?

A:  You can find additional FAQs at:  www.cpol.army.mil in the employment section.  At this website you will also find a link to the Army Job Application Kit which contains information on how to submit your resume by mail or e-mail.  If you use one of these methods be sure to follow the instructions exactly, and make sure that you include your Supplemental Data.  Your resume will not be processed without it.   
2.  The Civilian Personnel Advisory Center (CPAC) teaches classes on Army Resume Writing .  These classes are given in the DOIM computer lab.  Classes are four hours in length and there are classes scheduled for 7 May 2004, 16 July 2004, 20 August 2004 and 17 September 2004.  If you are interested in attending, submit a USMA Form 24-30 through your supervisor.

3.   Questions concerning ANSWER and RESUMIX should be directed to your activity CPAC advisor.
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