RESUME REQUIREMENTS CHECK LIST
	Check list
	· 

	Resume & Cover letter Attachment s
	

	Microsoft Word Document Format ONLY .doc or .docx
If you do not have MS Word, there’s a program similar to MS Word called Open Office- Writer. It is a free program to download.
Here is the link as well as a link for a tutorial on how to use it.

link to software Open Office  http://download.openoffice.fm/free/

Open Office Tutorial http://www.tutorialsforopenoffice.org/ 
	

	Personal Information Required
	

	First Name 

Last Name
Email address
Phone Number
	

	Place of Residence / Over Seas Duty Station
	

	Street address

City

If USA  ( include State)

Postal Zip Code (APO/FPO/DPO)

Country – (If in another country than US)

Province ( If in another Country)
Region   (If in another Country)
	

	Work - 
	

	Objective statement
	

	Security clearance
	Y/N

	Eligible for public trust
	Y/N

	Last 3 Employers – work experience
	

	Employer

Job Function   (Job Title)

Dates of Employment

Supervisor

Responsibilities

skills
	

	Education
	

	educational institution

Location

Include type of program

Education Level ( i.e. B.A.)

Date of graduation
	

	How did you hear about us?

(Please mark applicable contact with X)
	Personal referral      

Website

Career Fair 

Other __________________________


Please review the following Job title list.  Check next to all of the jobs you wish to apply for (we can submit you for multiple positions if you are qualified) For full job descriptions and qualifications, please go to our website job board.  All of the information on each job is attached @  http://www.hrssllc.net/job-board
	Administrative Logistics Security specialist
	

	Bus driver
	

	Business analyst
	

	Construction inspector
	

	Construction manager
	

	Consultants
	

	Corrections advisor I
	

	Corrections advisor II
	

	Corrections advisor III
	

	Corrections advisor IV
	

	Corrections advisor V
	

	Electrician
	

	Escort Technician
	

	Facilities Manager
	

	Fleet Manager
	

	General Laborer
	

	Heavy Vehicle Operator
	

	IT Security Manager
	

	IT Manager
	

	Justice Advisor I
	

	Justice Advisor II
	

	Justice Advisor III
	

	Justice Advisor IV
	

	Justice Advisor V
	

	K9 Unit Field Officer
	

	Laundry Lead

	

	Locksmith

	

	Logistics analyst

	

	Logistics coordinator

	

	Logistics Manager

	

	Maintenance Manger

	

	Mechanic – Aircraft Fixed wing
	

	Medical Services Director
	

	Movement control coordinator
	

	MWR Foreman
	

	MWR Supervisor
	

	Network Manager
	

	Physical Security Administrator
	

	Plumber
	

	Procurement manager
	

	Senior guard supervisor
	


