Federal Resume, KSA and NSPS Self-Assessment 

Writing Workshop

Monthly one-day interactive workshops are being conducted for OSD and WHS civilian employees who want to improve their resumes, enhance their interviewing techniques, and write effective self-assessment narratives.
These workshops are sponsored by the Washington Headquarters Services (WHS), Human Resources Directorate (HRD), Learning and Development Division (L&DD) and are at no cost to the organizations.

Instructor: Kathryn Troutman

Author, Federal Resume Guidebook and 
Writing Your NSPS Self-Assessment
REGISTER NOW! ONLY 10 SEATS IN EACH WORKSHOP

Send your SF-182 and e-mail requesting this training to lddcustomersatisfactioncenter@whs.mil. 
COURSE SUMMARY: Six lessons… Learn successful new methods, techniques and writing styles for preparing an online federal resume, keyword research, KSA or narrative writing, and insight into improving next year’s NSPS self-assessment. 
CLASS MATERIALS: Bring your resume to class to improve it.    

WORKSHOP HANDOUT: Receive free Federal Resume Guidebook & CD-ROM, 4th Edition, plus a training booklet covering lessons described below.

COURSE TIMES AND LOCATIONS: 8:30 am - 4 pm in the Polk Building, 2521 South Clark Street, Suite 4000, Computer Lab, Crystal City.
PARTICIPANTS: Reserve your seat now – only 10 participants per workshop.  

TRAINING FORMAT: Course will be taught in a computer lab and you will be accessing online USAJOBS, Federal resume applications and job announcements.  
2009 COURSE SCHEDULE – REMAINING WORKSHOP DATES
May 13….June 25
July 16….August 11….and September 9
A BRIEF OVERVIEW OF WHAT YOU WILL LEARN IN THE WORKSHOP:
Accomplishments – Lesson 1
· Writing accomplishments – and the need for them

· How to structure accomplishments and resumes

Analyzing Announcements for Keywords – Lesson 2

· How to look at different resume builder sites

· Where to start a job search

· How to identify keywords from vacancy announcements

Resume Writing in the Outline Format – Lesson 3

Building Your Own Outline Format – Lesson 4

· How to use the outline approach for a federal resume

· How to write better federal resume and apply this our NSPS self-assessments 

Writing KSAs and NSPS Self-Assessments – Lesson 5

· How to target resumes for a specific federal jobs
· Learn to develop an outline with active words and short paragraphs

· How to use accomplishments to write my KSAs and Self-Assessment

For more information, contact the on-site coordinator, Joyce Baker, 703-604-6789.  You may also send an e-mail to the L&DD Customer Satisfaction Center at lddcustomersatisfactioncenter@whs.mil or call 703-604-6852.
