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RESUME BUILDER QUICK START

1. Go to HRO Pensacola's Homepage - http://www.hropensacola.navy.mil/
2. Click on "Enter HRO Pensacola Homepage."

3. Choose the "Job Information" button. 

4. Choose the Navy Civilian Job Opportunities button & Click to Continue.

5. Click on a region from the map (SouthEast).

6. Click on a Job Title to pull up a Job Opportunity Announcement. 

7. Click on the gray “TAKE ME TO RESUME BUILDER” button at the bottom of the Job Announcement. 

8. Register by setting up a New User Account (your SSN and a password of your choice).  Then Login after registering.

9. Fill out all required (red) block information at the top and bottom portion of the Resume Builder form.  Hint: Fill all the red blocks first, skipping the Work experience, Education, Professional Training, Performance, and Other blocks. 

10. After filling out all the red, required fields, click the "PREVIEW" button at the bottom of the form to save.  At this point, your resume information is saved on the main HROC server, not a floppy disk.  Do not submit your resume until you have all your Work Experience, Education, Training, and other information typed in the resume.  Click on “MAKE CHANGE” to get back to the form to fill in all the other information.  Click "SAVE" often to make sure your work is saved!

11.  Click the "PREVIEW" button again once you have all the resume information typed into the form.  The "PREVIEW" button allows you to view your resume outside the form.  You can print a copy of your resume while in Preview.

12.  Select the "SUBMIT AS IS" button only after you have completed your resume to your satisfaction. Only one resume is kept on file per region. When an updated resume is received, the new resume will replace the one already on file. 
13. Questions? Call the Resumix Lab at (850) 452-2670 or DSN 922-2670                                Email: resumix@hropensacola.navy.mil

14. Resumix Lab hours are 7:00 a.m. – 3:00 p.m. Monday through Friday, in Building 646, Room 21.
