Step-by-Step Guide for Building a Resume in Army Resume Builder

Go on-line to http://www.cpol.army.mil/
Click on “Employment”
Click on “Build a Resume/ View Status”.
The Army Civilian Resume Builder & Answer page will come up.

Click on “Register” (located under New Users)

Fill out the new users form.  All fields denoted by a (*) are required.
Write down your password for future logins.

Click on “Register”
Registration is complete.
Click on “Create / Edit Resume”
Enter Work Experience using the worksheet.
Click on the “here” button in blue writing for the work experience worksheet.
When creating a new resume, enter only experience that is relevant to the position you wish to be considered.
Fill out the work experience worksheet for each experience.  

Click on “Insert into Resume” after each experience has been listed.

You can list several work experiences up to a maximum of 12,000 characters (letters, punctuation, etc.) total.
**Note: Character count will be listed at the bottom right corner of the worksheets to let you know how many characters you have used.
Enter Education when finished with experience.
Scroll down to Education section and click on “here” in blue letters for the Education worksheet.

Enter all periods of education that support your employment interests.
You can list several periods of education up to a maximum of 12,000 characters (letters, punctuation, etc.) total.

Click “Insert into Resume” after each period of education.

Scroll down to Additional Information (training, licenses, certifications, awards, etc.) when finished with Education.
Click on “here” in blue letters for the Additional Information worksheet.

Under Type you can select what type of Additional Information you would like to provide, i.e. license, certification, award, training, specialized education, positive education, and additional education.

Provide a description of the Additional Information.

Click “Insert into Resume” when finished with each “Additional Information” entry

You can list several types of “Additional Information” up to a maximum of 6,000 characters (letters, punctuation, etc.) total.

Click on “Preview My Resume” when finished.
Review your resume for accuracy.
Click on “Edit my Resume” if you need to make any changes or add additional information.

Once complete, click on “Save Resume Draft”.

Answer Preliminary Questions (required).
Click on “Continue”.

Supplemental Data page will come up.
Click “Next”.

Complete the Personal Data form.  

All fields denoted by a (*) are required.
Click “Next”.

Click on your Employment Preferences.
Click “Next”
Read Applicant Certification.
Verify Personal Data is correct.

Click on Edit Supplemental Data to make changes
Click on “Save Supplemental Data” when finished.

Submit Resume and Supplemental Data to Resumix.
Click on “Submit.”
Type in your email address under “Email Resume to the following” if you would like a copy of your resume sent to you.

Your resume has been submitted and should be updated within 20 minutes.
Click on “Return to main Menu”.

ANSWER

Click on “Go to Answer to View Resume Status”.
Check Answer periodically to verify that it has been uploaded.

Once uploaded, you will see your name and information on the Answer page.  

You will also see “Date last resume received” and “resume status”.

Resume Status should say “Active”.
Congratulations!  You have uploaded your resume into Resumix.
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