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November 2002 UPDATED
1.  Q:  What exactly is STAIRS/RESUMIX and how does it work? Updated

    A:  STAIRS is the acronym for Standard Automated Inventory & Referral System.  The software that supports STAIRS is called RESUMIX.  RESUMIX is an automated application processing system used throughout the Department of Defense. The new technology is “knowledge based” which means it has the ability to read an applicant’s resume in context. It reads your resume and compares it against the skills required for a position. It identifies the applicants who have the needed skills for the vacancy. Under Resumix hiring, managers and the Human Resource Service Center (HRSC) recruiter jointly identify the needed skills for the position. Once the recruiter receives the request for recruitment, they match qualified applicants from the database who had applied for a specific announcement, to the skills selected by the manager. This process is much quicker than the previous one. However, Resumix does not entirely replace the human element. Resumes are still reviewed by HR specialists to make sure that referred applicants meet qualifications. An announcement number beginning with ‘SE’, then a 4-digit occupational series number is an announcement under STAIRS.  Ex:  SE0334
2.  Q:  How can I get a copy of a SE#### announcement? Updated

     A: Announcements are available on the web at www.donhr.navy.mil. Click on Job, Job, Jobs. When the Map comes up, click on the Southeast and then select the SE announcement you want a copy of.  If an applicant does not have access to the Internet, their local library or state employment service usually allow Internet access to the general public.

3.  Q:  Who can apply under the SE#### announcements?
    A:  The AREA OF CONSIDERATION section of each announcement indicates who can apply.  See question 27 for additional information on Area of Consideration.
4. Q:  Where do I find specific instructions on How to Apply for SE####  

    announcements? Updated

    A: The HOW TO APPLY section of each announcement provides a COMPLETE set of instructions for applying and links to other web-sites for additional information and helpful hints.

5. Q:  Can I continue to use a SF-171 or OF-612 to apply for jobs?

    A:  No. The preferred method of submission is through the Navy's on-line Resume Builder located at the end of each job opportunity announcement.  Do not confuse Navy's on-line resume builder with other resume building systems on the Internet.  For example, OPM has an on-line resume builder that applicants can use; however, it does not contain REQUIRED information contained in the Additional Data Sheet portion of the Navy's on-line resume builder at www.donhr.navy.mil.  Applicants should NOT send in both a hard copy and an electronic resume, nor should they send duplicate resumes through resume builder. Typed resumes may also be submitted by e-mail and US mail (including FedEx and other mail services).

6. Q:  Do I have to submit a separate resume for each occupational series I 

     want consideration for? Updated

    A:  No.  Once your resume has been added to the STAIRS applicant pool, for announcements that do not end in DE or NR, you may self-nominate for other announced series by using the Application Express button located at the bottom of the appropriate job announcement on our web page. 

Important Note:  When you submit a new resume, even if it is a duplicate of the one already submitted, the new resume will cause all additional series self-nominations and Additional Data Sheet information you had on file to be inactive.  If you submit a new resume, you will need to self-nominate again for the other series. 

7. What is the difference in a SE#### announcement and a SE-##-

     #########-DE announcement? New

A:  Jobs are announced on the web site for positions open to applicants          

eligible for appointment under the merit promotion procedures and under Delegated Examining Authority.  Announcements ending in DE are filled through the Delegated Examining Authority and are open to all U.S. citizens.  These announcements are intended to recruit employees who have no Civil Service or Veteran's appointment eligibility.  Current Civil service employees, VRA eligibles, reinstatement eligibles, etc. are encouraged to apply to SE#### announcements if they meet an appointment eligibility as defined at the following web site http://www.donhr.navy.mil/Jobs/CategoryDefinitions.asp.

8.   Q.  If I apply for an SE#### and SE-##-#########-DE       

announcement will my resume be replaced as indicated in question number 6? New

A.  No.  Resumes submitted for SE-##-#########-DE announcements                

open to All US Citizens must submit a separate resume for each announcement. They will not replace your resume on file for SE####.  Your resume will only be replaced if you have a resume on file for an SE#### announcement and re-submit a new one for another SE#### announcement.

9.  Q:  Do I have to turn in other forms or documents along with my resume?

    A:  In addition to a resume, applicants are required to submit responses to the Additional Data Sheet.  If using the on-line resume builder found on Navy's web page (www.donhr.navy.mil), the data sheet questions are found at the end of the resume builder.  If applying via e-mail or hardcopy, responses to the additional data sheet should be listed at the end of an applicant's resume.****NOTE****  Applicants do not need to attach DD 214s, SF 50s, transcripts, VA letters, etc., unless it specifically states so in the announcement.  Tentative selectees will need to immediately supply certain documents to verify appointability, e.g., SF-50, DD-214, VA letter, SF-15, licensing/certification copies, etc.

10.  Q:   Do I have to answer KSAs like I did with previous announcements? Updated

    A:  No.  Responses to individual KSAs are no longer required for SEXXXX announcements.  Applicants should concentrate on accurately describing their job experience in relation to the job series for which they wish consideration.  Announcements ending in DE may require the applicant to respond to KSA's.  Remember to read and follow the instructions in the each announcement.

11.  Q:  If I am sending my resume via e-mail, do I need to be aware of any special requirements? Updated

     A:  Yes.  Electronic resumes need to be sent within the body of the e-mail message itself.  DO NOT send your resume as an attachment.  Any e-mail received containing a resume as an attachment will not be opened and processed.  Applicants will be notified should this occur.  Make sure that you do not change the sensitivity to Confidential, personal or private.  This may prevent the resume from being viewed immediately.  The e-mail address used to submit an electronic resume is wantajob@se.hroc.navy.mil. Following the instructions at http://www.donhr.navy.mil/Jobs/EmailResume.asp.  Resumes submitted for SE-XX-XXXXXXXXX-DE announcements are not accepted at the wantajob email address.  Follow the instructions in the announcement on HOW TO APPLY. 

12.  Q:  How will I know the HRSC has received my resume? Updated

      A:  Applicants using Resume Builder or submitting through e-mail will receive an AutoReply message that the resume has been received.  Applicants submitting hard copy resumes will receive a written notice that the resume was received.  Make sure you always keep a copy of the auto-reply sent back to you verifying the resume was received.  This is your documentation that you did submit your resume.  In  addition, you will also receive a postcard when your resume has been input to resumix.

13.  Q:  When I receive an e-mail notice that my resume has been received, does that mean my resume is in the system, available to be referred immediately?  

     A:  No.  The e-mail is an AutoReply that tells you your submission was received by the Center.  You will receive a written notice when your resume has been input into the applicant pool.

14.  Q:  Will I be notified if there is a problem in processing my Emailed or Hard Copy resume? Updated

      A:  Yes.  Applicants will be notified if their resume cannot be processed to the applicant pool.  Incomplete data sheets, lack of appointment eligibility and incorrect formats are the most common reasons resumes are not processed into the pool.  Please refer to the following web-sites for specific instructions on Emailing or sending in a Hard Copy Resume.  Refer to question 36 for additional information.

http://www.donhr.navy.mil/Jobs/EmailResume.asp
http://www.donhr.navy.mil/Jobs/HardcopyResume.asp
15.  Q:  My resume has been processed into the applicant pool.  Does that mean that I’ve provided all the information necessary to qualify for jobs?

      A:  No.  Processing into the pool is not a quality check of your resume.  Resumes must contain information adequate to make qualification, time in grade, and eligibility determinations.  Make sure you provide complete data for periods of employment, including dates and the title, series, and grade of positions held; ensure all additional data sheet answers are correct and complete.  An applicant who is a career Navy employee and does not show that he is a current Navy employee on the Additional Data Sheet would not be matched for a job in which the area of consideration is current Navy employees.  An applicant who describes federal work experience but does not indicate the dates, title, series, or grade would be rated not qualified because there is not enough information on the resume to determine time in grade or quality level of experience.  Also, an applicant in a career ladder should show the dates and grade of the last promotion received.  Basically, the qualification determination process has not changed.  Determination is made from the information in the resume and applicants continue to be responsible for the correctness and completeness of the resume.  Applicants whose resumes which do not provide the requisite information will be rated not qualified. 

16.  Q:  Is it possible for me to be qualified for a job and not be referred for consideration?

      A:  Yes.  STAIRS identifies best qualified candidates based on key skills identified by the manager.  It is possible to be basically qualified for a position and not possess the key skills required to be best qualified.

Basic qualifications are reviewed only after identification of applicants matching the key skills for the specific position being filled.   

17.  Q:  When resume builder changes, should I resubmit my resume?

      A:  Usually, no.  Improvements are made periodically to the builder and to the RESUMIX software without affecting the applicant pool.  Specific notice will be posted on the DONHR web-site if applicants must resubmit their resumes.

18.  Q:  How should my resume be submitted to wantajob?  Updated

      A:  Follow the instructions at the following web-site: http://www.donhr.navy.mil/Jobs/EmailResume.asp.  All resumes should be done in 12-pitch instead of 10-pitch, due to conversion errors.

19.  Q:  Should I list all training on my resume?  Updated

      A:  List only recent, relevant training.  Resumix identifies training courses as skills. 

20.  Q:  Can I list a specific geographic location or activity that I want to limit consideration to?  

      A:  Select the geographic location from the Additional Data Sheet that includes the specific area or activity you are available for.  Then, you may put the city or activity location in Section VI in the resume builder or in the “other information section” if your resume was submitted via wantajob@se.hroc.navy.mil.  When you provide this information, we will only refer you for positions in the location or with the activity you specify. 

21.   Q:  How long will my resume remain active in STAIRS? Updated
       A: Your resume will remain active in our system until: (1) you are selected for a permanent position; (2) you request your resume be inactivated;(3) you leave the Southeast Region serviced area (this applies to employees currently being serviced by the Southeast Region in a temporary and term appointment; (4) one year from the date of the most recent resume on file, whichever occurs first; or (5) If we are unable to reach you by phone or mail because you failed to update your personal information,  your resume will be made unavailable.  

22.  Q:  Will I be notified when my resume in near expiration? 
      A:  Yes.  HRSC will notify applicants when their resume is within 30 days of  the 1 year expiration and tell you how to extend your resume for an additional year. 

23.  Q:  Why do the job opportunity announcements beginning with SE#### have only general information regarding grade level, location, duties, etc.?

      A:  Job opportunity announcements beginning with SE#### are used to generate the applicant pool under the STAIRS.  When necessary, career flyers for specific recruitments will be issued to solicit additional resumes to the applicant pool.

24.  Q:  Where do I find additional information on a particular job series I am interested in?

      A:  Information on representative types of duties for a particular series can be found on OPM's web page at www.opm.gov under the Classification section. 

25.  Q:  Where can I find additional information on qualifications standards related to a particular series?

      A:  Information on the qualifications required for a certain job series can be found on OPM's web page at www.opm.gov.  under the Qualifications section.

26.  Q:  Will I be notified if I qualify for each series or job I apply for?

      A:  No.  Under STAIRS, only those applicants that have matched key skills for the position under recruitment are subject to qualification determination.  Applicants who do not match key skills are not reached for further review under STAIRS.  Applicants matching key skills of the job and meeting all qualification requirements are referred for consideration. Applicants who matched key skills, but were not qualified will receive a notice advising why they were not qualified.

27.  Q:  If I am considered for a position but not selected, will I receive any type of notice?

       A:  Yes.  Those applicants will receive a hard copy notice indicating the specific position/location for which they were referred but not selected.

28.  Q:  What should I do if I forget my Resume Builder password? NEW

       A:  Follow the instructions on the DONHR Web-site at http://www.donhr.navy.mil/Jobs/PasswordHelp.

29.  Q:  Why was I not referred when I know I was qualified for the position? New
A:  There are many reasons this could happen.  The reason's range from applicants making mistakes on their submission to how well the resume is written to whether a key skill is demonstrated. The most common mistakes that applicants make are not indicating the SE announcement number they are applying for and not including answers to all questions on the additional data sheet.   When you submit a new resume for an SE#### announcement, even if it is a duplicate of the one already submitted, the new resume will cause all additional series self-nominations and Additional Data Sheet information you had on file to be inactive.  If you submit a new resume, you will need to self-nominate again for the other series by using application express located at the bottom of each announcement.   When answering questions concerning your Hiring Category Eligibilty make sure you answer all that apply.  If you are a current Department of the Navy employee, you should be checking that you are also a  Current Federal and Current DOD employee as well. If you have not checked the other Hiring Categories that apply to you this can cause you to miss consideration if the Area of Consideration is other than Department of Navy. Visit http://www.donhr.navy.mil/Jobs/CategoryDefinitions.asp for a list of definitions of each hiring category.  You may not have been in the Area of consideration.  In most cases, Managers have the authority to limit the area of consideration. They can limit it to the activity where the vacancy exists or they may ask to search a wider area, such as Current Federal, VEOA and VRA.

30.  Should I list all my job experience? New

       A: No.  Include in your résumé ONLY those items of experience, education, and training which DIRECTLY SUPPORT your career aspirations and directly relates to the positions you are applying to. Avoid crowding your résumé with unnecessary details or descriptions of skills or training, which are not directly related to the positions for which you desire consideration.  Example:  If you are applying for a Budget Analyst GS-09 you wouldn't want to show experience as an Office Automation Clerk, GS-05.  

The resume you prepare for electronic processing is not intended to be the "working life history" found in previous application methods. The best résumé is one that is focused, concise and includes only significant skills, knowledge and abilities from your background. Preparing a résumé like this requires an investment of effort, thought, and preparation before the easy part, putting words on a page, ever begins.  You need to completely change the mindset you bring to the task of preparing a résumé. 
The importance of following this advice cannot be overstated. For example, if you are applying for a position as a GS-12 Budget Analyst, your previous experience as an insurance claims processor is not directly related to the budget analysis field; or, the fact that you took a half day seminar on business writing six years ago will be of no significant value in determining your overall knowledge, skills, and abilities. Don’t be repetitive; just get to the point.

31.  Q:  Why should I use the online Resume Builder instead of sending my resume by Email or Hard Copy? New  
 A:  The Resume Builder will properly format and send your resume to the HRSC of your choice and you will receive immediate confirmation of resume transmission. The implementation of autoflow means that the resume and applicant data sheet information automatically flows into the Resumix database, and is no longer manually input.  This reduces the potential for errors and improves the timeliness of processing resumes.  In addition, if you provide the Resume Builder with a valid e-mail address, a courtesy copy of the Builder-created resume will be e-mailed to that address. 

If submitted by email or hard copy, how quickly the resume can be processed manually is dependent on the number of resumes pending input/verification.  We have normally been able to process hard copy and e-mail inputs within 2 business days of receipt but the time can be longer.    

32.  Q:  Why should I use Application Express instead of emailing the additional job announcements I wish to be considered for? New
       A:  As stated in question 32, information will autoflow into the Resumix database.  This reduces the potential for errors and improves the timeliness of processing resumes.  Self-nominations through Applicant Express update the applicant's series information immediately.
33.  Q:  What if I want to be considered for other Pay Plans and Grades?  Question # 7 on the Additional Data Sheet only allows one choice. NEW  (What is the Lowest Federal Civilian Pay Plan and Grade you will accept?)

      A:  If an applicant is applying for a Wage Grade position they should indicate the Lowest Pay plan and Grade they'll accept in the Wage Grade pay plan. If the applicant is applying for GS positions, they should indicate the lowest pay plan and grade for GS.  If they wish to be considered for both, send an email to wantajob@se.hroc.navy.mil with your name, SS# and a statement with the additional Lowest Pay plans and Grades you wish to add.  

34.  Q:  Questions # 9 of the Additional Data Sheet ask what is the Highest Pay Plan and Grade Held on a Permanent Basis.  What if I have held a higher grade in a temporary position for more that 52 weeks? New

       A:  If you were promoted to a higher grade for a total of 52 weeks or longer, please indicate that as your highest grade held.  

35.  Q: With RESUMIX you have no idea of the type of position, command or

location of a vacancy.  How does an applicant know when there is an actual vacancy?  New

       A:  Applicants are advised to apply now and not to wait for a notice of an upcoming vacancy to occur.  Some commands do advise serviced employees of anticipated vacancies.  

36.  Q:  Why can’t an applicant monitor the status of their resume?  New
A:  Navy is currently developing a tool called Resume Tracker.  Resume Tracker is a web-enabled system which affords Department of the Navy employees, who apply for vacancies through the automated Resumix staffing process, the ability to find out what action was taken on their resumes.  Further information will be posted on the DONHR Web-site and released to the HRO’s when this system is deployed for use.  

37.  Q:  If I have questions concerning the Resume Builder, Application Express or Resumix, who can assist me? New
A:  If you are a current Navy employee, you may contact your local HRO for assistance.  Outside applicants may email your questions to ResumixQuestions@se.hroc.navy.mil.  Questions relating to a specific recruitment action will be forwarded to the appropriate recruiter.

38.   Q:  Why did I receive a card in the mail that my resume was rejected when I submitted my resume via email or hard copy?  New
     A:  One of the following was incorrect:

Your Name or SSN was omitted  

You submitted a Handwritten application or SF-171, OF-612, or other application form.

Print was too light, incorrect font size, or incorrect paper used.   

You did not submit the required or correct (HRSCSE) Additional Data Sheet or you did not respond to all questions on the sheet.   

Your Additional Data Sheet did not indicate at least one numerical job series or announcement number for which you wish consideration, or you specified only a job family, or you indicated “all” series. 

You do not appear to have Civil Service status or to be eligible for appointment under one of the hiring authorities indicated on the announcement under “Who May Apply”. 

Follow the instructions in the announcement under “How To Apply” to obtain specific information concerning the above information. 

39.   Q:  What is the difference between the Resume Builder and Resumix?  

A. The Resume Builder is a TOOL to build and send your resume electronically to Resumix.  Resumix is a commercial off-the-shelf software product used to automate standardized recruitment processes used by the Department of the Navy’s Human Resources Service Centers.

40.   Q:  Why am I not eligible when I only choose Spouse of Relocating Military Member or DOD Civilian under Hiring Category? New
A.   Spouses of relocating military or DOD Civilians is not an appointability.  They must be appointable under one of the hiring program categories identified on our web-site at http://www.donhr.navy.mil/Jobs/CategoryDefinitions.asp, such as Reinstatement Eligible, VRA, Current DOD, etc. Applicants who are spouses of relocating active duty military members or DOD civilian employees, who have appointability, may apply to specific announcements regardless of the Area of Consideration, during the 30 days preceding through the 6 months following their sponsor’s relocation to the activity’s commuting area. Supporting documentation: A copy of sponsor’s Permanent Change of Station order and/or copy of your most recent Notification of Personnel Action, SF-50, if applicable

41.  Q:  When should I submit a new resume?

A. Submit a new resume when you need to update your work history,

due to a promotion, reassignment, etc.  When the duties and responsibilities or the organization information changed. Any changes in home address, phone number or education or if your resume has expired, a new submission is also required.
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