	How to Apply for

Army Job Vacancies

via 

*RESUMIX


	There are 4 Steps in Applying for a Job with Department of Army.  It is recommended that you perform these 4 Steps in the following order:


1.  Create/Edit/Save Resume
  (in Army’s Resume Builder)

2.  Send Resume from Army’s Resume Builder to the Central Database.
3.  Submit Self-Nomination
          (from a Vacancy Announcement)

4.  Check Status in ANSWER
*RESUMIX is an automated system which is used to fill vacant Department of Army positions and consists of the following four components:

   1.  A software tool used to recruit and refer candidates for vacant positions.

   2.  A database used to store applicant resumes.

   3.  A database viewing tool called ANSWER used to check the status of resumes and

        self- nominations sent to the Central Database.

   4.  An application system used by applicants to apply (self-nominate) for vacant positions.
Step 1:  Create/Edit/Save Resume

(Army’s Resume Builder)

What can you do with          
- Create a new or Update a previously created Resume
Army’s Resume Builder?     - Save it to Army’s Resume Builder database.

Why use it?                             - Assures proper format





 - Assures all required information is entered

 - Includes the required Supplemental Data Sheet

 - Provides for online retrieval, updating, storage, and 

 distribution to Central Database as well as multiple e-mail     addresses.

How do I access?        
Select “Army Resume Builder” link at bottom of announcement

or








Go directly to:
WWW.CPOL.ARMY.MIL  and click on the
following links:
· Employment

· Army’s Resume Builder

· Scroll down the page and select one of the following options from the main menu:
· Create New Resume

                  or

· Edit Existing Resume

User ID/Password               
Required?                             YES.  

                                                - First time users create a User Id and PIN.





- To Edit Existing Resume enter:

· User Id

· PIN

· SSN

Procedure:                            - Read instructions/complete form to create new Resume





          or 





- Make updates/changes to previously created Resume





          and

- Save Resume 

Result                           
- You Create a Resume






or





- You Update a previously created Resume

                                                            and

-  Save it in the Army’s Resume Builder database

· Resume will remain saved in the database for 180 days since the last time it was accessed (periodic access prior to day 180 will save it indefinitely). 

Next Step                     
Forward the new or updated resume from the Army Resume Builder to the Central Database.
Step 2:  Send Resume from Army’s Resume Builder to the Central Database
What does this do? 
Sends a copy of your Resume from the Army’s Resume Builder database to the Central Database so that it can be accessed by any of the CPOCs.  You need only to do this step once for each vacancy announcement under which you apply.
Why do it?


To apply for a position under the RESUMIX system your

Resume must reside in the Central Database.  If your resume is not at the Central Database by the time the vacancy announcement closes, then you risk the chance that you will not be considered for the vacancy announcement under which you are attempting to apply.
From where do I send it?
Go directly to:
WWW.CPOL.ARMY.MIL  and click on the
following links: 

· Employment

· Army’s Resume Builder

· Scroll down the page and select “Send Out Existing Resume” from the main menu.
User ID/Password               
Required?                             
YES 

· User Id

· PIN

· SSN

How do I do it?

From Army’s Resume Builder Main Menu select:

· “Send Out Existing Resume” button;
· Enter your:
· User Id

· PIN

· SSN

· Select the “Central Database” check box;
· Enter other e-mail address(es) for the purpose of sending a copy of your resume to these addresses (it is recommended that you send a copy of your resume to your own address for backup purposes);
· Click the “Submit” button.
Result:
By this action your Resume is sent to the Central Database for access by all of the CPOCs; a copy of your resume is also sent to one or more e-mail addresses (if you specified any).  Note:  By submitting your Resume to the Central Database, you can Self Nominate for any job opening and the Resume you most recently sent to the Central Database will automatically be used.  No need to send a Resume to the Central Database for each self-nomination, unless you wish to submit an updated resume.
Next Step:
Check in ANSWER (see step 4) to be sure your Resume has been successfully received by the Central Database prior to submitting your Self-Nomination. 

Step 3:  Submit Self-Nomination
 (from within a Vacancy Announcement)

What does this do? 
Informs the CPOC that you want to be considered for the position indicated in the vacancy announcement. 

Where do I do this?

You self-nominate directly from the vacancy announcement. 

How do I access the
Go directly to:
WWW.CPOL.ARMY.MIL  and click on the 

Job Announcement?
following links:
· Employment

· Army’s Vacancy Announcements

· Search for and select the specific vacancy announcement for which you want to apply.

User ID/Password

Required?


NO.   User Id/PIN/Password are not required

How do I do it?
Carefully read the selected vacancy announcement to be sure that you meet eligibility requirements in the “Who May Apply” and “Qualifications” sections.  After reviewing the vacancy announcement, perform the following steps:
· Select the “Self Nominate” link at the bottom of the vacancy announcement;

· Complete the requested information on the ensuing form;
· Click the SUBMIT button at the bottom of the form to send your self nomination to the Central Database.
Result:
By this action you have electronically notified the CPOC that you are interested in receiving consideration for a particular job as indicated in a specific vacancy announcement.

Next Step:
Check in *ANSWER (see Step 4) to be sure that both your resume from the Army Resume Builder (Step 1) as well as your Self Nomination have been successfully received by the Central Database.
*NOTE:  In order to confirm that your Self Nomination was successfully accepted by the Central Database in ANSWER, your Resume must be sent and received by the Central Database prior to submitting your Self Nomination.  Sending your Self Nomination prior to your Resume can potentially affect whether or not you receive consideration; it will also prevent you from being able to check the status of your Self Nomination in ANSWER.  Bottom line:  It is a good practice to submit your Resume first, and your Self Nomination second.
Step 4:  ANSWER
      (Applicant Notification System Web Enable Response)
What does it do? 

This online system allows you to VIEW the following

information contained within the Central Database:
1. Date last submitted Resume was received (“Resume Status” tab)

2. Employment Categories selected on Resume (“Referral References” tab and then “Employment Categories” sub-tab)

3. List of Self Nominations received (“Jobs Applied” tab)

4. Completed Resume (“View Resume” tab)
5. Supplemental Data information (“ View Supplemental Data” tab)
It is highly recommended that you print each one of these pages (total of 5) to be used as proof of successful receipt of your Resume and Self Nomination in the event that something happens to your original submission.  It is also recommended that you retain a copy of the vacancy announcement, as well.

You can also use the ANSWER system to check on the status of a Self Nomination after it has closed (under the “Jobs Applied” tab and then “View Status” sub tab).

How do I access?
Go directly to:
WWW.CPOL.ARMY.MIL  and click on the following links: 

· Employment

· ANSWER
User ID/Password
Required?
YES.  (ANSWER utilizes the same UserID and PIN as does Army’s Resume Builder):

· User Id

· PIN

How do I do it?

On the ANSWER screen, click the Tab for the specific

information you wish to review.
Result:
You are able to verify the status of your Resume & Self Nomination(s).  Use ANSWER to verify that your recent Resume and Self Nomination made it to the Central Database.  If any of the required components of your application (such as your Resume or Self Nomination) are missing, you will need to go back through the steps above to ensure that you have correctly submitted your Resume and Self Nomination.
NOTE:  You can also use ANSWER to submit an inquiry pertaining a job application to the Central Resumix Helpdesk.  When you submit an e-mail inquiry using the “Answer Mail” tab in ANSWER, the message is routed to the Central Resumix team.  The Central Resumix team reviews inquiries and will respond directly to you on Resumix-related questions; non-Resumix related questions (qualifications, referrals, etc.) are routed to the CPOC staffing team that “handles” the particular vacancy for which you submitted a question; the staffing team will respond to these “non Resumix-related” questions.
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