Using Resume Builder to Apply for Department of Navy Jobs
If you are a current federal civilian employee and wish to submit a resume for job vacancies listed by regions within the Department of Navy, the following “quick start” directions may help you access and use the Navy’s On-line Resume Builder.

The best way to access Resume Builder is via the HRO Pensacola Homepage (www.hropensacola.navy.mil).  Click "Enter HRO Pensacola Homepage," and choose Job Information. Choose the Navy Civilian Job Opportunities button, Click to Continue, and select a region from the map (SouthEast).  From the job listing you can Search by Position Title, Search by Open Position, or click on the job title, and that will drop you to the Job Opportunity Announcement.  At the bottom of the announcement, there is a button to click to "Take Me to Resume Builder." 

Users will set up an account using their own SSN and password (of their own choosing).   It is now possible to save your resume as a file.  You can make changes to the information and submit; you may even go back at a later time, make changes or additions and resubmit the resume.  Only one resume is kept on file.  When an updated resume is received, the new resume will replace the one already on file.

Users need to enter all red data fields before the resume can be saved - red fields are the easy data blocks for personal information at the top of the form, plus all the Additional Supplemental Data questions at the bottom of the form.  Once the red data fields are filled in completely, users can save their resume, make changes to the resume, submit the resume, or leave the resume saved as is and submit later.  Your resume file is saved on the main Resumix server.  Users can compose the work experience blocks of the resume in increments or even copy and paste from a word processing file into the Resume Builder blocks.   

HRO Pensacola has established a Resumix Computer Lab, which is open from 7:00 a.m. to 3:00 p.m., Monday through Friday to assist anyone wishing to file a resume.  If you have questions, or wish to make an appointment in the lab, please call (850) 452-2670 or DSN 922-2670.  Email questions or appointment requests may be sent to resumix@hropensacola.navy.mil.

